Professional Services
Release 3

USER GUIDE

Jason Landes (KYTC);Kevin Fugette (KYTC)
KYTC Office of Information Technology




Professional Services Release 3 October 26, 2020
User Guide

PS — User Acceptance Testing (UAT)

1

2
3

4

Request User Authorization (Internal KYTC / EXternal KYTC) ...cueccueeiiieieeniecie e ecre et 6
1.1 Request User Authorization to PS (Internal KYTC).....cocueeiiirecieecee et 6
1.2 Request User Authorization to PS (EXternal KYTC) .....cccvecieeeiieesie et eeeesve e e evee e sene e 11

DAShDOAIA. ...ttt b e b e bt it sate s b e b e b ennes 19

AdMINISTrativVe FUNCLIONS ....eeieiiiieeieeee ettt st sttt e e s 21
3.1 IMANAEE USEIS .. 21
3.2 Manage EXCEPLIONS (ROIES) ..ccuuiiiiieeiieecieectie ettt e erte e e e e tee e ste e e tae e s e e sreeesabeesnseeeneeesaneaenns 24

3.2.1 Exception List — EStIMALe OVEITitesS ...........cccccueeieeiiieeeeiiieeeecieaeeeiieeeesiteaeesiieeaessaeaeeenens 27

3.2.2 13 Col=J e (o] g I WK Al 1Y/ o T Lo [o (= U K- 28

3.2.3 EXCEPLION LiSt — BUICTINS ...ttt ettt eettea e et a e e et a e e e tna e e e e 31

3.2.4 EXCEPLION LISt — ESEIMQTON .....evvveeeeeeeeeeiiieeeee ettt eeeet e e e e sttt e e e e s ssssssstaeneaanens 32

HANAING USEI REQUESTES ...eiiiiiiiee ittt ettt ettt ettt e s ettt e e e sbte e e e et ee e e s sbae e e ssabaeeessabeeessanbeeesennseeesennseens 34
4.1 Admin Widget — Manage TYPE TabIES ....eee ittt e e e e e 36
4.2 Admin Widget — Manage Selection Committee POOIS........cccueeeeiiiiiieciiiee e 37

T oo [T = I 1 PR 38
5.1 (D 11V D=1 SRR 39

5.1.1 Sample Daily Digest NOLIfiCALION. ...........cceecueeeeeeiiiieesiie ettt e ssctteeesctee e e st e e e ssreaeessseees 40

5.1.2 Holding Tasks from the DQily DigeSt ...........ccccuueeeeeeeeeeeeeeeeeeeceeeeectee et a e e e eiea e s eiaa e 40

Consultant ManagemMeNnt WIdZET........ccoucuiiii ittt et e e e eette e e e estte e e e e eateeeeeateeeesntaeaesnnes 41
6.1 Editing Your Consultant INformation .........coccieii et 43

6.1.1 11V Lo T Lo [o T3 U K =] R 44

6.1.2 Firmn INFOrMQTION ...ttt ettt e e et e e e et a e e e ta e e e s tta e e e e srsaaeeaasees 44

6.1.3 Required Documents & CertifiCations ............cuueeeeueeeeeceieeeeciieeeeeeieeeeecteaeeeiiea e e eeina e e 44
6.2 CONTACES ..ttt e st e st e s s e e s enee e e e snee 45

6.2.1 ViI@WING YOUE CONTACES ...uuvvvveveeeeeeeiiiiieeeeeeeeeciittte e e e essctte e e e e e s s ssssstbteeeeesssssasstsanassesssnaans 45

6.2.2 o 14T ol @ T 1o Lot S USRS 46
6.3 Supplemental INFOrMatioN ........c.uiii it e e e e ra e e e e abe e e e e areeaean 48
6.4 o] o I o 11 oY Y 2R 49

6.4.1 Yo [o |1 1o I o) oz 1KY (o VAR USRS 49
6.5 T [UE= 11 ToF= Y o USRS 53

6.5.1 View Prequalification DOCUMENTS ..........ccoecuveeeeciiieeeiiiiseesitieeesteaaesteaeesesesasasssasasassseeas 54

6.5.2 Submitting a Prequalification REQUEST.............cccuveeeeieeeeeeceeeeeecceeeeeecteaeessveaeessseraesssenans 55

Page 1 of 184



Professional Services Release 3 October 26, 2020

User Guide
7 Prequalification APProOVaAl ...ttt e e e e e e e e e e e et e e e e e e eeartbraeeaaaeeeannrnes 67
7.1 Select the “Prequalification Approval Tasks” Option .......cccveiiiciiieiiiiiee e 68
7.2 View Prequalification Application Work Center ...t 70
7.3 VAL A 1YV 1= T i 1= o U ST 70
7.4 VIEW “IN QUEUE” Tab...eiiiiiiiiiie ittt ettt e st et e s b e sbe e e sabeesabeeesnseesaneeesnnes 72
7.5 View “Processes I've Worked” Tab ...t 74
7.6 View Prequalification Request Email Notification ..........ccccocvieeeiiiiii e, 74
7.7 UL AN o o o1V | USRS 76
7.8 D= o N 77
7.9 REWOIK ...ttt ettt ettt et e s e st e e s bt e e bt e e s ate e s bt e e subeesabbe e nbeesabeeesabeesabeesnbeesabeeanns 79
S = TU 111 Ao TV o oL PSPPSRt 80
8.1 Y] =T = UL T A g TR A T = R 80
8.2 BUIETIN SCrEEN ...ttt b e b e s bt s ae e et e e b e e sbe e saeesanesateebeebeens 80
8.3 Create BUIIETIN ..eoeeieieeeee ettt sttt e b e st e et e et e e sbeesaeesanenas 81
8.4 RV AT A =L L ol 2 LU =] 4T TR 82
9 ANNOUNCEMENT RESPONSE ... e e e e e e e e e e e e e e e e e s e e e e e e e e eeeseesasaasesasasasasananenns 82
9.1 Accessing the Announcement Response POrtal........cocceeeiciiieeeccieec e 82
9.2 Announcement RESPONSE POITaAl .....cccuviiiieiiiiiiccee e e e e e e ee e e e 83
9.3 VieW an AdVErTiSEMENT...c.uiiiiiiieieeeeeeee ettt r e e s 83
9.4 Responding to an ANNOUNCEMENT ....ciiciiiii ittt ceree et e e e see e e e stre e e s sbae e e e sbaee e s sabeeeeenareeas 84
9.4.1 SUD-CONSUIEANT SEIECEION. ...ttt 84
9.4.2 LT [V Lo ][] ole L o] £ R USSP 85
9.4.3 L QoY [=Jor 1Y/ o 1 1o [ L= (S 86
9.4.4 (O= g ol [ 4 To T KPP 87
9.4.5 (] Lo To (RSP SR 87
9.5 Viewing COmMPleted RESPONSES .......ciicciiieeeciieeeecite e e eeteeeeesttee e e eetteeeesabeeeeenbeee e e abeeeeennseeeeennsenas 88
10 StateWide SErvICE WIEEL ..cce e e e e e e e e e et e e e e e e e e eesnnaaeeeeeeeesannnnns 88
10.1  Select StateWide WIAZEL ........uuiiiiiei e e e e e e e e re e e e e e e e esabesaeeeeeeeesnnnnnnns 89
10.2  STAteWiIde SEIVICE Gril.....civieiiieiieiieeie ettt s st st e b e s s emreennees 89
10.3  Add StAatEWIdE SEIVICE ....eeiiieiiiriieiieee ettt ettt s b e bt b e s b e smeesaeeenreennees 90
10.4  VieW / EQit STAtEWITE SEIVICE ..eeeieeiieeeeeeeeeee ettt et et e eee ettt e e e esesesssareeeeesesesasseseresesssesannnnes 91
10.5 Deactivate StateWide SErVICE......uii ittt esre e e 92
10.6 Statewide Service —DocUMENES Tab.....oociiiiiiiiieieee s 93

Page 2 of 184



Professional Services Release 3 October 26, 2020
User Guide

J0.6.1  Edit DOCUMENT ..ottt ettt ettt e et e st e e eesaseeeaeeesaneaennean 93
10.6.2  Regenerate Statewide Service Advertisement Document Template ..........c.cccceeevvvvveenn... 94

11 Statewide Service CONTraCt SCrEENS ....cc.eiiii ittt sttt e sb e b e saeesiee e 95
11.1  View / Edit StateWide CONTIACES ...ccoivveveeiiieeeeeeeeieeeeeeeeeeeeeetreeeeeeesesesssseteeeesesssassssseeesessssssssnens 95
11.2 Deactivate StateWide CONTIACE ....ccocveiiiiiiiiieeie ettt e sbe e e sanes 96
11.3 Statewide Contract - Milestone Progress Bar.........ceeeiicieieieiieeeeciieee s scieee e sciiee e seree e s ssnreee s 97
11.4  Statewide CoNntract - SChEAUIE. .....cc..iiiiiieeee et 97
11.5 Statewide Contracts — Modifications Tab.........ccceiriiriiiiniee e 98
11.6  Statewide Contract — DOCUMENTS Tab ....c.eeiuiiiiiiiiiiinie et 99
11.7 Statewide Contracts — Selection COMMILLEE ......ccc.eiviiiiiiieiiiiienee e 99
11.8 Statewide Contracts — COmMMENTS Tab....ccociiiiiiiiiiiiieeiee et 99
12 Advertisement Approval — StateWide SEIVICES .......ciivciiiiieciiie e aaee e 100
13 Create Statewide Contract DOCUMENT ........oouiiiiieieieree ettt st 103
14 Statewide Contract DOCUMENT APPrOVal......ccicciiiii ittt e e etre e e s eare e e e e enraeeeeanes 104
14.1  Approve Draft Statewide Contract DOCUMENT.......ccvviiiiiiiiieciie e 105
14.2 Create Draft Notice to Proceed DOCUMENT.......ccoriiiiiiiiiiiieeite ettt ettt st 105
14.3 Approve Draft Notice to Proceed DOCUMENT.......ccccviieeiiiieeeeciieeeeettee e et eeeaee e e s erre e e e eareea e 106
15 Statewide Contract ModifiCatioNns .......c.ueeieeiieiieiie e e 106
15.1 Statewide Contract Modification — Time EXtension Only ........ccccceveiveeeiiiieiesicieee e 106
15.1.1  Request Statewide Contract Modification — Time Extension Only.............cccceeevvvveennen. 106
15.1.2  Statewide Contract Modification — Time Extension Only Screen ..............cccocveeecvveeennnee. 107
15.1.3  Create Draft Notice to Proceed DOCUMENT..............ccceccueeeeeeieeeeeiieeeeeiieeeesiieeeeeiieaaeeaes 109
15.1.4  Approve Draft Notice to Proceed DOCUMENT..............cccoueieeeciueeeesiieeeeeiiieeeeeiieeeeeiieaeeeans 110

15.2  Statewide Contract Modification With FEe........cccoeiiiiiiiiieee e 110
15.2.1  Request Statewide Contract Modification With Fee.............ccccuevevvueeeeevieveeesiieeeesiivaeesnen 110
15.2.2  Statewide Contract Modification With FEE SCreeN.............cccovueeeeciueeeeeciiieeeeiieeeeeiieaeeannns 111
15.2.3  Create Draft Notice to Proceed DOCUMENT..............ccceceueeeeeeeeeeeeiieeeeeiiieeeesiieaeeecieaaeeaes 113
15.2.4  Approve Draft Notice to Proceed DOCUMENT..............cccoueeeeeevueeeeeiieeeeeiiiieeeeiieeeeeiieaeeeans 114

16 Create Project Specific Contract Widget.......cccuvviiiiiiiiiiciie et e 114
17 oY [Tt ] oY =T ol 1 Tol 6] oY = ot £ PRSP 116
18 Attach Project Specific Contract t0 BUIlEtiN........c..eeieeiiiiieciee e e 120
19 Create AdVertiSEMENT (RFP).. ...ttt et e et e e e tte e e e e bt e e e e e ta e e e eeabeeeeeenreeas 122
20 Advertisement / RFP Approval — Project SPECITIC....c..ciieiieiieieeeiecere ettt eereesreesree v ens 124

Page 3 of 184



Professional Services Release 3 October 26, 2020
User Guide

21 Estimates — Project SpecCific CONtIraCts... ..o 129
21.1  Estimates — SUbMIit AGreed UNitS......ccuiiiiiiiiiieiiiee ettt e e ree e e s 129
21.2  Estimates — Agreed UNnits APProval .......oooeieieeiiiiii et e e e ree e e e e e eaaae e e 131
21.3  Estimates — Consultant ESTimates......cooue i 132
21.4  Estimates — Submit KYTC EStimates.....ccceeeiiieiiieiieeniee ettt et s 134
21.5 Estimates — KYTC EStimates APProval.........eeec it esee s see e see e e 135
21.6 Estimates — Offer Negotiated AMOUNTS ........coeviiiiiiiiiiie e e e e e e 136
21.7 Estimates — Accept Negotiated AMOUNTS .....cooviiiiiiiiiiiie e e e 139

22 Project Specific Contract Document APProval.......c..eeeeuieeeiccieee et e e e e 141
22.1 Create Draft Project Specific Contract DOcUMENT ........oeiviiiiiiiiiiie e 141
22.2  Approve Draft Project Specific Contract DOCUMENt .....ccovvuiiiiiiiiiie e 142
22.3  Create Draft Notice to Proceed DOCUMENT......cceeiiiiiiiiinieeieeee sttt 145
22.4 Approve Draft Notice to Proceed DOCUMENT........cciiiiiieiiciiiie ettt e e e e e 146

23 Project Specific Contract ModifiCations.........c.ueeiiiiiiii i 148
23.1 Project Specific Modification — Time EXtension ONlY .......ccceeeieciiiiiiiiee e 149

23.1.1  Request Project Specific Contract Modification — Time Extension Only..................cc........ 149
23.1.2  Project Specific Contract Modification — Time Extension Only Screen....................cc........ 150
23.1.3  Create Draft Notice to Proc€ed DOCUMENT.............ccccveeeecireeeeiiiireeiiieeeesceereesiisesassssenans 151
23.1.4  Approve Draft NOtiCe tO PrOCEEU ...........cccueeeeeciiiieeeiiiieecieeeeceteeeestaeaessctesassssesasseseeaes 152
23.2  Project Specific Modification — Time Extension Only Document Approval........ccccceeevveeeennneen. 152

23.2.1  Create Draft Project Specific Contract Modification — Time Extension Only Document... 152

23.2.2  Approve Draft Contract Modification — Time Extension Only Document ......................... 153
23.2.3  Create Draft Notice to Proced DOCUMENT.............ccccuueeeeccveeeeiiiireeiiieeeesiieereesisesaesssenans 157
23.2.4  Approve Draft Notice to Proceed DOCUMENL ..........ccccuveeeeccuveieeiiiireesiieieesiiieessisesessiseeans 158
23.3  Project Specific Modification With FEE ........ueiiiiiiiiiee e 159
23.3.1  Request Project Specific Contract Modification With FEe ............cccccccueeeevvvveeeccieraeecrnnnn. 160
23.3.2  Project Specific Contract Modification with FEe SCreen.............ccceeeevvueeeeivivvreeciireraeecnennn. 160
23.3.3  Add a Project to a Project Specific Contract Modification with Fee................ccccouveeeunnen... 162
23.4  Project Specific Contract Modification — EStimates.......ccccccueeiiiiiiieiiiiiei e, 164
23.4.1  Modification Estimates — Submit AGreed UNitS ............coeecuueeeeevvereeeiiiiieeiiiieeeeciseeassisenen 164
23.4.2  Maodification Estimates — Agreed Units APProval..............eeeceeeeeeecceeeeesiiereesiirereesivennn 166
23.4.3  Madification Estimates — Consultant EStIMALES ............ccccueeeecevereeiieeeeeiiiereeeiisereeeiaenan 167
23.4.4  Modification Estimates — Submit KYTC EStiMQALes..........ccccveeeeevvereeeieeieeicvieeeiivesessisnnann 168

Page 4 of 184



Professional Services Release 3 October 26, 2020
User Guide

23.4.5  Modification Estimates — KYTC Estimates APProval ............oueueeeeeeeeeesiiiiieereaeeeesiisvnnnns 170
23.4.6  Modification Estimates — Offer Negotiated AMOUNLS..........ccoeecuveeevecvereseciireeiiiieeesisennn 171
23.4.7  Modification Estimates — Accept Negotiated AMOUNTS ............cc.eeeeeevveeeeciiveeeeiiireeesiivennn, 173
23.5 Project Specific Contract Modification Document Approval........ccccccveeeeiiieeecciee e, 175
23.5.1  Create Draft Project Specific Contract Modification Document .............ccccvveveeeeeecccvvnnnn, 176
23.5.2  Approve Draft Contract Modification DOCUMENt............cccueveeecvereeeiiiieeiiiieeesiiieessiaenen 176
23.5.3  Create Draft Notice to Proceed DOCUMENT............cccccuereeccveeeeiirireeiiieeeesiiseeaesisesasseisenans 181
23.5.4  Approve Draft Notice to Proceed DOCUMENT...........cccveeeeevuvereeiiiireeiiieeeesiiseraesisesaesisenans 182

Page 5 of 184



Professional Services Release 3 October 26, 2020
User Guide

1 Request User Authorization (Internal KYTC / External KYTC)

Overview: This document is to serve as a User Guide for the Professional Services (PS) application.

e All authenticated users must undergo a one-time authorization process to gain access to the PS
application.

e Internal KYTC user will request access to the PS application using single sign-on with their Active
Directory (AD) credentials.

e External users will first need to create a Kentucky Online Gateway (KOG) account. The external user
will use their KOG credentials (email address and password) to request authorization to the
Professional Services application.

e Kentucky Online Gateway URL: https://kog.chfs.ky.gov/home

e Application Approval / Denial of PS access is handled through a “Manage User” Exceptions List role.

1.1 Request User Authorization to PS (Internal KYTC)

Internal KYTC users (on the KYTC network) must request user authorization to access the PS application,
in order to perform day-to-day operations assigned to them. The Internal KYTC PS application URL is:
https://apps.intranet.kytc.ky.gov/professionalservices

Access User Permission to PS (Internal KYTC):

e Aninternal KYTC user shall request access to PS using their Active Directory (AD) account.
o Selection of the following link will prompt users to enter in their KYTC Active Directory (AD)
credentials: https://apps.intranet.kytc.ky.gov/professionalservices

<« Cc @ https;//testapps.kytc.ky.gov/ProfessionalServices/Authorization/RequestAuthorizationinstructions aQ ¥ o [+]
. .
Professional Services
Home Profile Welcome CITLABYjasontesting2019! Manage Account Sign Out

Request Authorization Instructions

First time Internal and External Users: Please click on the link below and fill out the form so that your request for access to

Professional Services can be processed.

e Upon selection of the “Request Information Page”, the user shall be required to select their:
o Organization Type
o Organization Name
o Organization Role
o Phone Number
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Profile

Organization Type: First Mame;
Consultants v Jonathan
Organization Name: User Name:
Select Name B KYTCUonathan.Alexander

Organization Role:

Please Select a Name

Phene Number: Ext:

State:

Kentucky

IS

Email:

Jonathan Alexander@ky.gov

October 26, 2020

Welcome KYTCUonathan.Alexander! Manage Account Sign Out

User Profile Information

Organization Type: First Name:
Central Office M Jason
Select Org Type
Consultants

User Name:
Districts

QOrganization Role:

Select

Phone Number:

(812) 598-6700

State:

Kentucky

K¥TC\jason.landes

Last Name:

Landes

Email:

jason.landes@ky.gov

o Selection of the “Central Office” Organization Type will display applicable “Organization Name”

options.
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User Profile Information

Organization Type: First Name: Last Name:
Central Office v Jason Landes
Organization Name: User Name: Email:
Select i KYTC\jason.landes jason.landes@ky.gov
Aviation
Construction

. . If you select the “Central Office - Organization
Environmental Analysis X X X
Highway Design Type”, you will need to select your “Organization

Maintenance Name”.
Planning

Professional Services

Right of Way Utilities

State Highway Engineer's Office

Structural Design

Traffic Operations

Kentucky M

e After selecting the “Organization Name”, the user will select their “Organization Role”:
o Project Manager
o Professional Services Admin

o ReadOnly
User Profile Information
Organization Type: First Name: Last Name:
Central Office v Jason Landes

Organization Name: User Name: Email:

Highway Design v KYTC\jason.landes jason.landes@ky.gov

Organization Role: * After selecting your “Organization Name”, you

| will need to select your “Organization Role”.
Select v . .

: * Selection of the “Save” option shall save your
Select User Profile Information and also conclude your
Project Manager request authorization for the UAT session.
Professional Services Admin
Read Only

State:

Kentucky .

e Selection of the “Districts” Organization Type shall display the applicable “Organization Name”
options.
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Organization Type:

Districts

Organization Name:

October 26, 2020

User Profile Information

First Name: Last Name:
v Jason Landes
User Name: Email:

Select

KYTC\jason.landes

jason.landes@ky.gov

Select
01
02
03
04

06
07
08
09
10
11
12

RENTUCKy

o After selecting the “Organization Name”, the user will select their “Organization Role”:
o Project Manager
o Branch Manager

Organization Type:

Districts

Organization Name:

05

Organization Role:

User Profile Information

First Name: Last Name:
v Jason Landes
User Name: Email:
v KYTC\jaso

Select

Select
Project Manager
Branch Manager

State:

Kentucky
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&« C @ nhttpsy/testapps.kytc.ky.gov/ProfessionalServices/Authorizatio tions
Professional Services

TLAB\jasontesting20192! Manage Account Sign Out

Request Authorization Instructions

Your User Authorization Request is Pending. You will receive an Email notification when you have been approved or denied.

* Upon successful entry of your User Profile
Information, you may select the “Home” option
to navigate back to the “Request Authorization

Instructions” screen.
* You shall see a message indicating that your

Authorization request is pending.

e Aninternal KYTC requestor shall receive an email notification of their authorization request status

(Approved / Denied).
o A Professional Services Admin with Manage Users Exception List permissions will be

responsible for approval / denial of Internal KYTC user authorization requests.

Professional Services - Access Approved
Yesterday at 8:15 AM
From no-reply@ky.gov

Your request for access to the Professional Services Application has been approved.

Upon approval of their access request to the
Professional Services Application, the internal
KYTC user shall receive an email confirmation.

e Aninternal KYTC user than has been granted access to the PS app shall be able to log into the
application: https://apps.intranet.kytc.ky.gov/professionalservices
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Upon approval of their User Access request to the
Professional Services Application, the Internal
C & httpsi//testapps.kytc.ky.gov/ProfessionalServices/Dashboard/Dashbo KYTC user shall be able to access the Dashboard aQ o . H

Professional Services screen to view contracts and their permissioned -
widgets.

CUNLENg! Manage Account Sign Out

L sevie Jll connisenan |

Statewide

Contracts
Contract Type: Status:
Project Specific Contracts ¥ Open 7
Show 10 ¥ |entries Search
Agresmen & ftern # Des PONZ eMars End Da | ConsuhareFir Project Mana;
Mw:'"m 11 Mems Desaription Route [T PON2 E::I;sm Consultant/Firm Project Manager

PERFORM DITCHING, SLOPE PROTECTION, MILLING, AND ASPHALT PAVINGON  016-KY-0369
THE BUTLER COLINTY ARPROACH T0) THE. 000

3-159 BUTLER KYTCUEREMY EDGEWORTH [

1.2 Request User Authorization to PS (External KYTC)

External KYTC users must request user authorization to access the PS application, in order to perform
day-to-day operations assigned to them. Each external user needing to access the PS application will
need to follow the below steps. The external (non-KYTC user) PS application URL is:
https://apps.transportation.ky.gov/professionalservices

Access User Permission to PS (External KYTC):

e Prior to accessing the PS application (https://apps.transportation.ky.gov/professionalservices),
external (non-KYTC) users will be required to have a Kentucky Online Gateway (KOG) profile.

e An external KYTC user can access the PS application through the Kentucky Online Gateway (KOG)
(https://kog.chfs.ky.gov/home).

e An external KYTC user, without a KOG profile will NOT be able to access the PS application.
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+ All first time users of the Professional Services application will be required to request access.

*  You will be navigated to the Kentucky Online Gateway (KOG) site: https://kog.chfs.ky.gov/home/

* As an External (non-KYTC) user, you will need to sign-up for a KOG profile to access the Professional

Services application.
*  Simply select the “Citizen or Business Partner” option, then “Create Account” to begin the sign-up
€ 3 © @ hups//ssointemalehiskygov/adi process.
* Note: A user with an existing KOG account can simply select “Sign In” option to enter their KOG
credentials.

Welcome to the Kentucky Online Gateway
tama

® Ciizen or Business Partner

State Employees and Cantractars logging in with Email Address or Username

State Employees and Contractars logging in with KHRIS 1D

< C @ hitpsy/kog.chisky.gov/publ
Upon selection of the “Create Account”
option, you will be prompted to complete your

Kentucky Online Gateway (KOG) profile.
Please complete your Kentucky Online Gateway Profile

Lil

1f you already have an existing Kenmucky Online Gateway (KOG) Account, please click hers to reset your password OR click on 10w 1o log Into your account.

Please fill out the form below and click Sign Up when finished

E-Mail Address * verify E-Mail Address

Password verify Password

Mobile Phone

Language Preference
tnglish

Street Address 1 Street Address 2

Queston

What was the
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* Upon successful entry of your Kentucky Online Gateway
(KOG) profile, you will see messaging indicating that your
pending account requires email verification.

* You will need to access the email account that you used
when filling out your KOG profile request.

* Note: You may need to check your email account’s
spam or junk folders.

L ] C @ bhttpsy//kog.chfsky.gov/public o

MY KY P | @English~
MyKentucky.gov

Please complete your Kentucky Online Gateway Profile

© Your account has been requested and is pending email verification. Please check your emall and click on the link provided t'verify your account. If you do not see
the verification emall in your inbox, please check your spam or junk folder

You have 4 HOURS to complete the process

If no email was received click here,

It you have already verified your account by clicking the link provided in the email, please click on Sign in button to continue. JESTSUEI

e An external KYTC requestor shall receive an email notification of their authorization request status
(Approved / Denied).
o Consultant — System Admin users, with “Manage Users” Exception List permissions will be
responsible for approval / denial of their firm’s authorization requests.

The body of the “KOG Account Verification” email shall

contain a link that will need to be clicked on to

complete the verification of your KOG account.
Account Verification nboxx

KOG_DoNotReply <kK0G_DoNotReply@ky.gov> 08:58 (2 minutes ago) Y¢ &
tome -

Jason M Landes (jasontesting2019@gmail com),

This email is to help you complete the last step of account set-up

Your Citizen account username is: jasontesting2019@gmail.com

Click on the below link now, to activate your account

https://kog.chfs ky.gov/public/fwlink/?linkid=f175655e-f8ef-4550-b315-a8142391609c

Click here for Help Desk contact information
Kentucky Online Gateway

NOQTE: Do not reply to this email. This email account is only used to send messages.

Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show,
or send this information without permission. If you are not the person who was supposed to get this message, please destroy all copies
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= Selection of the “KOG Account Verification” email

link shall navigate you to the KOG “Validate New
Account” screen. 5
From here, you may register your Mobile Phone
Number for easy username and password retrieval

or simply select the “Skip and Continue” option.

C @ https//kog.chfsky.gov/public

Validate New Account

© Providing your mobile number will allow for easy retrieval of username and password. It will also allow partici Plications to send critical communications
about your account

Register Your Mobile Number

Enter Mobile (812) 598-6700
Phone Send Passcode
Skip and Continue

Disclaimer :

« Standard Text Messaging and Data rates may apply. I you do not have an active plan with your cellular service
provider, please click Skip and Continue

« The Kentucky Online Gateway will never provide your information to outside entities or sell it to marketing
organizations

An external KYTC user than has been granted access to the PS app shall be able to log into the
application using their KOG account credentials.

€« C @ hitps//ssoextemalchfsky.go

* Selection of the “Continue to Sign in” option shall
navigate you to the KOG “Sign in” screen.

* You will be prompted to enter in your KOG account

° credentials (Email Address and Password).

Altention Citizens and Business Pav
As of March 30, 2019, logging into the Kentucky Online GatewaY with your username/password is no |
and password. If you have previously created an account, simply login witl

YU e Gy

i the emal addre< .

& Citizen (or) Business Partner Sign In WARNING

This website Is the property of the Commonwealth of
Kentucky. This Is to notify you that you are only authorized to
Sign in with your Kentucky Online Gateway Account. use this site, or any information accessed through this site, for
its intended purpose. Unauthorized access or disclosure of
personal and confidential H)‘(‘Imallﬂn may be punish.

2 Email Address

rization may also b
criminally punishable. The Commaonwealth of Kentucky follows
pplicable federal and state guidelines to protect the
information from misuse or unauthorized access.

Jasontesting2019@gmall.com

@ Password Forgot/Reset Password?

Don't already have a Kentucky Online Gateway Citizen Account?

Resend Account Verification Email
Create An Account

Click here to select user account type

Upon successful entry of the user’s KOG account credentials, the will be navigated to the PS
application to complete their user authorization request.
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Professional Services

2l Manage Account Sign Out

Request Authorization Instructions

First time Internal and External Users: Please click on the link below and fill out the form so that your request for access to Professional Services can be processed.

* Upon successful entry of your KOG account credentials, you will
then be navigated to the Professional Services application to
complete your user authorization request.

* You will now need to enter in your “User Profile Information” that
will identify the type of user access you will have within the
application.

» Select the “Request Information Page” option.

e Consultant firms will have three basic roles in the PS application:
o System Admin
o Project Manager
o Read Only
= Note: Professional Services will initially approve one System Admin for each
Consultant Firm. The System Admin role will be responsible for “Organization Role”
approvals for their firm. These roles can be changed at any time by the firm’s
System Admin or by Professional Services.
e Upon selection of the “Request Information Page”, the user shall be required to select their user
role information. select their:
o Organization Type
o Organization Name (Name of your firm)
o Organization Role
= QOrganization Role shall dictate your permissions within the application:
e System Admin role can:
o View / approve user authorization requests for their firm.
Provide e-Signatures for contract / modification documents.
View contracts assigned to their firm.
View and enter values within Estimates assigned to their firm.
Request contract modifications assigned to their firm.
o View / upload contract / mod documents assigned to their firm.
e Project Manager
o View contracts assigned to their firm.
o View and enter values within Estimates assigned to their firm.
o Request contract modifications assigned to their firm.
o View / upload contract / mod documents assigned to their firm.
e Read Only
o View contracts assigned to their firm.
o View Estimates assigned to their firm.

O
O
O
O

Page 15 of 184



Professional Services Release 3

User Guide
o
o Phone Number
o JobTitle
o Address 1/ Address 2
o City / State / Zip

Organization Type:

Centtral Office

Organization Name:

Construction

Organization Role:

Project Manager v

Phone Number:

State:

Kentucky v

© 2015 Commornweskh of Kentudky. Al rights resenved

Ext:

elcome CITLAB\jasontest

Upon selection of the “Request Information Page
" option, you will be required to enter the
following to complete your user profile:

* Organization Type
* Organization Name
* Organization Role

* Phone Number / Extension

* State (defaulted to KY)

(i

Privacy | Security | Disclsimer | Accessibiity
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Organization Type:

User Profile Information

Consultants v

Select Org Type

Central Office

Districts
Organization Role: Job Title
| Select v
Phone Mumber: Ext:

| (812) 598-6700 |

Address 1 Address 2

City State: Zip

Indiana ¥ |

October 26, 2020

User Profile Information

Organization Type: First Name;

| Consultants v

Organization Name:

ms I

NORTHROP GRUMMAN SYSTEMS CORPORATION

Job Title

TUNMEL MANAGEMENT INC

TUNMEL MANAGEMENT INC

BACON FARMER WORKMAN ENGINEERING & TESTING, INC.

HRY CONFORMANCE VERIFICATION

| (812) 598-6700

Address 1 Address 2

City State: Zip

| Indiana v
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User Profile Information

QOrganization Type: First Name:
Consultants v Jason
Organization Name: User Name:
BACON FARMER WORKMAN ENGINEERING & TESTING, INC. KYTC\jason.landes

Job Title

Organization Role:

Select .

Select

System Admin
Project Manager
Read Only

Address 1

city State: zip

Indiana v

e Upon successful entry of the User Profile Information, the user will be redirected to the
“Request Authorization Instructions” screen indicating that their Authorization Request is

pending.
€ > C amp kytck i q a % @ :
Professional Services
Home Profile Welcome CITLAB\jasontesting201921 Manage Account  Sign Out

Request Authorization Instructions

Your User Authorization Request is Pending. You will receive an Email notification when you have been approved or denied.

Request Information Page

e Once the user’s Authorization Request has been approved, they shall receive an email
notification.
o If denied access, the user shall also receive an email.
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Professional Services - Access Approved
Yesterday at 8:15 AM

From no-reply@ky.gov

Your request for access to the Professional Services Application has been approved.

Upon approval of your access request to the
Professional Services Application, you shall
receive an email confirmation.

e Upon approval, the external user (non-KYTC) shall be able to access the PS application using

their KOG credentials.
« C @ hitpsy//ssoexternalchfs.ky.gov/adf

f\[\ KY Help ‘ @ English +

MyKentucky gov

Upon user approval, you will use your KOG credentials
&~ to access the Professional Services Application.

As of March 30, 2019, logging into the Kentuc
and password. If y

your email address

& Citizen (or) Business Partner Sign In

Sign in with your Kentucky Online Gateway Account.

2 Email Address

Jasontesting201 9@gmail. com

@ Password

Sign In Don't already have a Kentucky Online Gateway Citizen Account?
Resend Account Verification Email
Create An Account

Click here to select user

2 Dashboard

The PS application Dashboard displays user role based widgets. Each widget performs specific
functionality to handle day-to-day processes. If a user does NOT have permissions to use a particular
widget, then they shall NOT be able to access that widget. For example, a Consultant role shall NOT be

able to access the Bulletin widget, etc.
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Project Specifi + Open

Agreement # 0 Item #

Description Route County

October 26, 2020

Project # or POI

Search

v | entries Filter results:

eMARS
'\ End Date

Based on the individual user’s PS role and permissions, the Dashboard screen may display a combination
of the following widgets:

Admin Provides access to administrative functions. These functions include:
managing users, managing exceptions (roles), managing type tables, and
managing selection committee pools. Users will only see the functions they
are authorized for.

Announcement View and respond to open Announcements

Response

Bulletin An authenticated user with “Bulletins” Exceptions List permissions can
select the “Bulletin” option within the Dashboard screen to navigate to the
“Bulletins” screen where they can create and manage Bulletins.

Consultant Maintain the firm’s consultant information, contact, prequalifications, and

Management job history

Contract Search

A Professional Services Admin (PSA), Project Manager (Central Office),
Project Manager (District) can select search for contracts to select one to
view or edit.

Create Contract

A Professional Services Admin (PSA) and Project Manager (District) can
select the “Create Contract” widget from the Dashboard screen to navigate
to the Create Contract screen.

Project Specific
Contracts Grid

Display a list of project specific contracts where your firm is the prime
consultant

Pending Tasks

All tasks that are awaiting your action. Only Consultant Admins will see “My
Group’s Tasks”

Statewide Services

Provides the KYTC PSA role and KYTC Central Office — Project Manager
access to the Statewide Service feature

Statewide
Contracts Grid

Display a list of statewide contracts where your firm is the prime consultant

User Requests

A user with “Manage Users” Exceptions List permissions can select the
“User Requests” widget from the Dashboard screen to navigate to the “User
Authorization” screen.
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3 Administrative Functions
The “Admin Widget” located on the Dashboard provides authenticated users the ability:

e Manage Users

e Manage Exceptions

e Manage Type Tables

e Manage Selection Committee Pools

3.1 Manage Users
The Manage Users Admin Widget allows authenticated users to edit user profiles and deactivate users.
Only users assigned to the “Manage Users” Exception List shall be able to access the Manage Users

option within the Admin Widget.

Manage Users Screen:

e Selection of the “Manage Users” option within the Admin Widget shall navigate the user to the

“Manage Users” screen.
o User shall see a “Manage User” grid that displays all of the PS users.

o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.
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Manage Users

Show | 10 ¥ entries Search:
Full Name T Date Added Org Type Org Name Org Role
Adrian Wells 12/19/2018 Central Office  Professional Services Project Manager & Edit Profile
Amanda Desmond ~ 7/18/2019 Districts 05 Branch Manager & Edit Profile
Amanda Desmond  8/9/2019 Districts 05 Project Manager & Edit Profile
Amanda Spencer T/18/2019 Central Office  Planning Project Manager & Edit Profile
Andre Johannes 771872019 Central Office  Highway Design Project Manager & Edit Profile
Andrew Stewart 7/18/2019 Districts 03 Branch Manager & Edit Profile
Andy Barber 7/18/2019 Central Office  State Highway Engineer's Office Project Manager & Edit Profile
Aric Skaggs 7/18/2019 Districts 10 Branch Manager # Edit Profile
Bart Asher T/18/2019 Central Office  Structural Design Project Manager & Edit Profile
Beth Niemann T/18/2019 Central Office Planning Project Manager & Edit Profile

Showing 1 to 10 of 202 entries Previous n 23|45 .2 Next

Manage Users Screen — Edit Profile

e Selection of “Edit Profile” option shall navigate user to the “User Profile Information” screen to
make updates to the selected user profile record.
e User selection of “Save” option shall save updates to PS application.
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User Profile Information

Organization Type: First Name: Last Name:
Central Office T Adrian Wells
Organization Name: User Mame: Email:
Professional Services v KYTC\Adrian.Wells Adrian.Wells@ky.gov

Organization Role:

Project Manager v
Phone Number: Ext:

(502) 564-4555 0
State:

Kentucky v

Manage Users Screen - Deactivate Users:

e User selection of “Deactivate” option shall display a dialog box — “Are you sure? — This will
deactivate this user!”
o User selection of “Yes” option shall deactivate user from PS application.
= Deactivated users will be removed from all exception lists.
o User selection of “Cancel” shall NOT deactivate user.
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Are you sure?

This will Deactivate this User!

3.2 Manage Exceptions (Roles)

An Exception List provides users with special authorities or permissions for specific tasks within the PS
application. A user with “Manage Exceptions” Exceptions List permissions can add or remove other users
to one or many Exceptions Lists.

Only users assigned to the “Manage Users” Exception List shall be able to access the “Manage
Exceptions” option within the Admin Widget.

PS Exception List areas include:

e Estimate Overrides
e Manage Users

e Bulletins

e Estimator

Exception List Assignment Screen:

e Selection of the “Manage Exceptions” option within the Admin widget shall navigate the user to the
“Exception List Assignment” screen.

Page 24 of 184



Professional Services Release 3 October 26, 2020
User Guide

Manage Type Tables

Manage Selection Committae Pools

e Selection of the “Select Exception List” option within the “Exception List Assighment” screen shall
display a list of available Exception List categories:
o View All (Displays all Exception List Assignment categories)
o Estimate Overrides
o Manage Users
o Bulletins
o Estimator

Exception List Assignment

‘ Select Exception List ¥

Select Exception List
View All
Estimate Overrides

Manage Users
Bulletins
Estimator

e Selection of the “View All” option shall display all assigned Exception List users in all categories.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.
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Exception List Assignment
View All A
Show | 10 ¥ entries Search:
Full Name 1 Date Added Exception List
Andre Johannes 8/14/2019 Bulletins
David Gormley 8/9/2019 Manage Users
David Gormley 8/9/2019 Bulletins
Eric Beck 8/6/2019 Manage Users
Eric Pelfrey 8/9/2019 Manage Users
Eric Pelfrey 8/9/2019 Bulletins
Gregory Groves 8/14/2019 Bulletins
Harinath Gangula 8/14/2019 Manage Users
Jason Landes 12/5/2018 Bulletins
Jason Landes 12/17/2018 Estimate Overrides
Showing 1 to 10 of 36 entries Previous - 23| 4] Next

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?
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3.2.1 Exception List — Estimate Overrides
A user with “Estimate Overrides” Exceptions List permissions can update Agreed Units Estimate values
after approval as part of the “Agreed Units Approval” Estimates step.

Agreed Units values include:

e |tem

o Crew

e Unit Type
e Amount

Select “Estimate Overrides” Exception List Category:

e Selection of the “Estimate Overrides” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Estimate Overrides A

Select Unassigned User Add

Show 10 ¥ |entries Search:

Full Name 1 Date Added Exception List

Jason Landes 12/17/2018 Estimate Overrides m
Jonathan Burns 6/13/2019 Estimate Overrides m
Michael Shaw 8/9/2019 Estimate Overrides m
Pragya Shukla 4/1/2019 Estimate Overrides m
Stacey Bresette 12/19/2018 Estimate Overrides m

Showing 1to 5 of 5 entries Previous Next

Assign User to “Estimate Overrides” Exception List:

e A user can be added to the “Estimate Overrides” Exception List by typing in a desired user in the
“Select Unassigned User” field.
o User must be an authenticated PS user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Estimate Overrides” grid.
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Exception List Assignment

Estimate Overrides T

D) Add

Wendy Southworth

Show 10 ¥ entries Search:

Connie Camden

Nikki Boden
Full Name 1 Date Added . List
Ravindra Konduru

Jason Landes 12/17/2018 Steve Slade dverrides m

Jonathan Burns 6/13/2019 Estimate Overrides W Remove
Michael Shaw £/9/2019 Estimate Overrides m
Pragya Shukla 44172019 Estimate Overrides W Remove
Stacey Bresette 12/19/2018 Estimate Overrides m
Showing 1 to 5 of 5 entries Previous Next

Remove User from “Override Estimates” Exception List):

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

3.2.2 Exception List — Manage Users
The “Manage Users” Exception List category allows authenticated users to edit user profiles and
deactivate users.
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Select “Manage Users” Exception List Category:

e Selection of the “Manage Users” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Manage Users v Select
|Se|ect Unassigned User

Show 10 ¥ entries Search:
Full Name t Date Added Exception List
David Gormley 8/9/2019 Manage Users W Remove

Eric Back 8/6/2019 Manage Users W Remove

Eric Pelfrey 8/9/2019 Manage Users W Remove

Harinath Gangula 8/14/2019 Manage Users W Remove

Jason Landes 11/1/2018 Manage Users W Remove

Jay Cliftan 1/24/2019 Manage Users W Remove

Jonathan Burns 6/13/2019 Manage Users W Remove

Michael Shaw 7/29/2019 Manage Users W Remove

Pragya Shukla 3/25/2019 Manage Users W Remove

Stacey Bresette 3/25/2019 Manage Users W Remove

Showing 1to 10 of 12 entries Previous - 2 MNext

Assign User to “Manage Users” Exception List:

e A user can be added to the “Manage Users” Exception List by typing in a desired user in the “Select
Unassigned User” field.
o User must be an authenticated PS user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Manage Users” grid.
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Exception List Assignment

Manage Users v Select

D Add
Connis Camden
v o .
Show | 10 entries Jomathan Alexander Search:
Jazon Landes
Full Name t  DateAdd bp
Adrian Wells

Harinath Gangula 8/19/2019  David Gormley jage Users W Remove
Jason Landes 11/1/2018 Manage Users W Remove
Jay Clifton 1/24/2019 Manage Users W Remove
Jonathan Burns 6/24/2019 Manage Users W Remove
Michael Shaw 6/27/2019 Manage Users W Remove
Pragya Shuklz 3/25/2019 Manage Users W Remove
Stacey Bresette 8/8/2019 Manage Users W Remove
Stacey Bresette a/8/2019 Manage Users W Remove

Timothy Hill 6/13/2019 Manage Users W Remove

Showing 1to 9 of 9 entries Previous n Next

Remove User from “Manage Users” Exception List:

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?
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3.2.3 Exception List — Bulletins

A “Bulletin” Exception List user shall be able to access the “Bulletins” widget from the Dashboard.
Selection of the “Bulletins” widget shall navigate users to the “Bulletins” screen, where Bulletins are
created and edited.

Select “Bulletins” Exception List Category:

e Selection of the “Bulletins” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Bulletins v
Select Unassigned User

Show | 10 ¥ entries Search:
Full Name t Date Added Exception List
Andre Johannes 8/14/2019 Bulletins W Remove

David Gormley 8/9/2019 Bulletins W Remove

Eric Pelfrey 8/9,/2019 Bulletins W Remove

Gregory Groves 8/14/2019 Bulleting W Remove

Jason Landes 12/5/2018 Bulletins W Remove

Jay Clifton 1/31/219 Bulletins W Remove

Jonathan Burns 4/3/2019 Bulletins W Remove

Jonathan West 8/14/2019 Bulletins W Remove

Joseph Cochran 8/14/2019 Bulletins W Remove

Josh Rogers 8/14/2019 Bulletins W Remove

showing 1to 10 of 19 entries Previous - 2 | Next

Assign User to “Bulletins” Exception List:

e Auser can be added to the “Bulletins” Exception List by typing in a desired user in the “Select
Unassigned User” field.
o User must be an authenticated PS user to display in the search criteria.
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o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Bulletins” grid.

Exception List Assignment

Bulletins v
° [ sas

Cennie Camden

. v - .
Show 10 entries |ensthan Alexander Search

lzzon Lande:
Full Name 1 Date Added . Ho

Adrian Wells
Jason Landes 12/5/2018 Dsvid Gormisy ns m
Jay Clifton 1/21/2019 Bulletins m
Jonathan Burns 4/3/2019 Bulletins m
Michael Shaw 8/8/2019 Bulletins m
Stacey Bresette 3/25/2019 Bulletins m
Timothy Hill 6/13/2019 Bulletins m

Showing 1 to & of & entries Previous Next

Remove User from “Bulletins” Exception List:

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

3.2.4 Exception List — Estimator

An “Estimator” Exception List user shall be able to access Estimate worksheets and negotiate Estimates
with consultants on behalf of the Professional Services Admin. The Estimator will have full PSA
permissions on the Estimate screen only.
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In most instances, the “Estimator” user will be a “Read Only” role in the application and only interact
with a contract’s Estimate process.

Select “Estimator” Exception List Category:

e Selection of the “Estimator” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Estimator v
Select Unassigned User m

Show| 10 ¥ entries Search:
Full Name 1 Date Added Exception List
Jason Landes 8/21/2019 Estimator W Remove
showing 1to 1 of 1 entries Previous Mext

Assign User to “Estimator” Exception List:

e A user can be added to the “Estimator” Exception List by typing in a desired user in the “Select
Unassigned User” field.
o User must be an authenticated PS user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Estimator” grid.
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Exception List Assignment

Estimator v
° [ s

Wendy Southworth

Show | 10 ¥ | entries Conmie Camden Search:
Mikki Boden
Full Name 1 Date Added
Ravindra Konduru
Jason Landes 8/21/2019 Stave Slzde r W Remove
Showing 1 to 1 of 1 entries Previous MNext

Remove User from “Bulletins” Exception List:

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

4 Handling User Requests

An Internal KYTC user with “Manage Users” Exceptions List permissions shall be able to see the “User
Requests” Dashboard widget. The “User Request” widget within the Dashboard shall display the number
of pending User Authorization Requests. Within the “User Requests” widget, the user can approve or
deny user access to the PS application.

In addition, a user with a Consultant — System Administrator role shall be able to see the “User
Requests” Dashboard widget. This role shall see all Consultant — Ready Only, Consultant — Project
Manager and Consultant — System Administrator user authorization requests within their own
Consulting firm.
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Select “User Requests” Widget:

e Selection of the “User Request” widget shall navigate the user to the “User Authorization” screen
that displays pending authorization requests within a grid.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

User Requests Widget:

3

View User Authorization Request:

e Selection of “Edit” option within the User Authorization grid shall navigate the user to the “User
Profile Information” to review / edit the user’s profile.

Approve User Authorization Request:

e Selection of the “Approve” option shall grant user authorization to the PS application.
e Upon user request approval, the Internal / External KYTC requestor shall receive email notification
of their authorization.

Deny User Authorization Request:

e Selection of the “Deny” option shall NOT grant user authorization to the PS application.

e Upon authorized user request denial, the Internal / External KYTC requestor shall receive email
notification of their denied request.

e Authorized users can select the “View Users who have been Denied” link to navigate to the “Denied
Users” requests.
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User Authorization

View Users who have been Denied

Search:

Full Name 1 Org Type Org Name [ Request Date

Jill Eubanks Consultants ABCD Associates Project Manager 9/14/2019 # Edit

Showing 0 to 0 of O entries

View Denied User Authorization Requests:

e Selection of the “View Users who have been Denied” option within the “User Authorization” screen
shall navigate the user the “Denied Users” screen that displays the denied user authorization
requests within a grid.

o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

e Selection of the “Approve” option shall grant user authorization to the PS application.

e Upon user request approval, the Internal / External KYTC requestor shall receive email notification
of their authorization.

e Selection of the “View User waiting Approval” shall navigate the user back to the “User
Authorization” screen.

Denied Users

View Users waiting Approval

Search:
Full Name 1 Org Name Org Role Denied Date Reason Comment
Adrian Wells 10 Project Manager 12/19/2018 Denied User Deactivated
Clairessa Hamilton Professional Services Project Manager 12/19/2018 Denied User Deactivated
Jonathan Alexander Professional Services Project Manager 3/21/2019 Denied User Deactivated
Marie Floyd Aviation Professional Services Admin 12/19/2018 Denied User Deactivated
Stacey KYTC Palmer Engineering Project Manager 6/11/2019 Denied User Deactivated

Showing 1to 5 of 5 entries

4.1 Admin Widget — Manage Type Tables
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4.2  Admin Widget — Manage Selection Committee Pools

The Manage Selection Committee Pools option allows authenticated user the ability to manage
Selection Committee Secretary and Governor Pool members. The Professional Services Selection
Committee Pool is a randomly generated 5-person committee that selects the Prime, Second place, and
Third place Consultant firms that will perform the services for Project Specific and Statewide projects.

The Selection Committee Pool usually consists of:

e 1 Governor’s Pool member (non-KYTC employee)
e 2 Secretary’s Pool members (Professional Engineers)
e 2 User Division Pool members (usually PM’s)

Selection Committee Pool members typically serve for 2-year cycles. If a Pool member leaves during the
middle of a 2-year cycle, the replacement Pool member simply takes over the unoccupied spot for the
remainder of the cycle.

The Professional Services Admin (PSA) role shall have access to this widget.
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5 Pending Tasks

Secretary Pool Members

Secratary Member 1

Jonathan Burns

Secretary Member 2
Pragya Shukla
Secretary Member 3
Stacey Bresette
Secretary Member 4
Jay Clifton
Secretary Member 5

TED

Secretary Member &

TED

October 26, 2020

Selection Committee Members

Governor Pool Members

Governor Member 1

TBD =

Governor Member 2
Timothy Hill X

Governor Member 3

TED =

A “Pending Task” is a unit of work that the user need to complete within the PS application.

Examples include:

o Draft Advertisement Approval

o Request for Primary Consultant to submit an Estimate

o Request for Secretary to provide an e-signature for a Project Specific Contract

Document

All users will see the number of pending tasks assigned to them in the Pending Tasks tile on the
dashboard. Division Directors and System Admins will also see the count of tasks assigned to their group

or firm.

My Tasks

4

My Group's Tasks

106
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Clicking on either of the counts will open a grid of those pending tasks for you to view or take action on.
From this grid, you can perform the following:

e  Switch between My Tasks and My Group’s Tasks

e Select a Task Area to display

e  Filter the results using any text that appears on the screen
e Open a task to take action

e Hold the task so that it does not appear in the Daily Digest

Pending Tasks

Task Type Task Area

My Tasks A View All v
View All
Advertisement Approval
Contract Document Approval
Estimates

Prequalification Request

Show 25 ~  entries Filter results:

Hold Task from Daily Digest

9/15/2020 ASHE Signature Requested - Knox | 11-80009 | US-25 | Kevin Fugette Stacey Bresetie

9/15/2020 ASHE Signature Requested - Hardin | 4-198 | PF-3999 Kevin Fugette Stacey Bresetie
Scoping Study

Jefferson | 5-91.08 | PF-9999 | Right of Way,

8/25/2020 Contract Reapproval Requested - Stacey Test firm 13 | Kevin Fugette Kevin Fugette Hold

8/24/2020 Contract Reapproval Requested - Stacey Test firm 13 | Kevin Fugette Kevin Fugette Hold
Russell | 8-80007 | US-127 | Environmental | Modification -
3

Showing 1 to 4 of 4 entries Previous - MNext

Selecting an option in the Task Name column will take the user to the applicable screen for that approval
just as the link in email notifications does.

5.1 Daily Digest
The “Daily Digest” is an email notification indicating all pending tasks that require my action. You will
only receive the notification if you have one or more pending tasks.

The email will contain a list of all your pending tasks and a link to open them to take action.
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5.1.1 Sample Daily Digest Notification
Subject: Professional Services Daily Digest — Your action is required

The following Professional Services task(s) require your action:

7/31/2020 | There are 8 pending prequalification approvals N/A
2/30/2020 PS Director Signature Requested - Boyd | 9-20016 | US-23 | Stacey
Environmental | Modification - 3 Bresette
2/30/2020 PM/LE Signature Requested - Boyd | 9-20016 | US-23 | Stacey
Environmental | Modification - 3 Bresette
Advertisement Approval Request from Project Manager - 08-01- | Stacey
7/21/2020 20-1 Sacey
2/20/2020 SHE Signature Requested - Franklin | 5-1088 | CO-0 | Right of Stacey
Way Bresette
2/20/2020 ASHE Signature Requested - Franklin | 5-1088 | CO-0 | Right of | Stacey
Way Bresette
6/12/2020 Negotiated amounts ready for submission - Star Lord Emporium | Stacey

| STestl.1 | Jefferson | 5-493 | CO-0 Bresette

Please do not reply to this message. Replies to this message are routed to an unmonitored
mailbox.

5.1.2 Holding Tasks from the Daily Digest

The Hold option on the Pending Tasks grid will cause a pending task to not appear in the Daily Digest for
one week. Once the week is expired, the pending task will reappear in the Daily Digest if it has not been
completed.
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Pending Tasks Grid — Hold Daily Digest email

[arrms
Hold Task from Daily Digest email *

Held until 02/24/2020

CHold

Are you sure that you want to exclude this
task from your Daily Digest for one (1) week.

* Upon user selection of the desired task that they would like to
exclude from receiving in the Daily Digest email, a confirmation pop-
up window shall be displayed.

* Selection of the “Continue” or like option shall hold the selected task
from being included in the user’s Daily Digest email for one (1) week.

* Atask that has been held shall be identified in the “Hold Task from
Daily Digest” column as: “Held until MM/DD/YYYY”.

* After the hold period has expired (7 days), the “Hold” option shall be
displayed and the “Held until...” shall NO longer be displayed.

6 Consultant Management Widget

The Consultant Management widget provides a central location to display Consultant firm contact
information. All authenticated PS users will see the Consultant Management widget within the
Dashboard.

Consultant Contact records are utilized by the Professional Services group throughout all phases of the
prequalification and estimation processes for both Project Specific and Statewide contracts.

Consultant firms will manage their own organization’s contact information and employee’s contact
information within the PS application.

Users in the Consultant Admin and Manage Consultant roles can manage all of the Consultant Firm
information. This includes all of the information previously on the TC 40-1 form used for
Prequalifications. You may now manage all of that information within the Consultant Management
feature. Key areas of information maintained here are:

e  Firm contact information
e Firm employee counts

e Employee contact cards
e Firm job history
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e Supplemental information
e Prequalification
e Required Documents & Certifications

Clicking on the Consultant Management widget will open your firm’s Consultant information for you to
view or edit depending on your role within the firm.

Note: The Required Documents & Certifications section will only display if you have approved
prequalification.
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6.1 Editing Your Consultant Information

Edit Consultant

Placeholder Consultant Firm
200 Mero 5t

Frankfort, KY 40622

Vendor Code: KY0000000

Consultant Alias Name Phone Website
Stacey Test firm 13 (656) 565-6565 @website

Addrass 1 Addrass 2
mero

City State Zip
lexington Alaska v 40593

Organization Type

Individual v

Employee Counts

October 26, 2020

Minority Female Employee Minority Male Employee Mon-Minarity Female Employee
3000 4000 1000

Total Employee Professional Engineer KY Employes KY Professional Engineer
4000 3000 2000 3000

Federal |dentification Number

10000

15 firm licensed with Kentucky State Board of Licensure for Professional Engineers and Land Surveyors? RS

License Mumber

123563655002555
Renewal Date DBE
December 01

Required Documents & Certifications

All prime consultants must provide the following forms and certifications as part of their annual pregualification application process.

Renewal Date: 12/1/2019

Affidavit for Services - Campaign Finance Law Compliance
Status: Not yet received

Liability Insurance Form Upload Documents

Status: Not yet received

Ethics Certification

Status: Not yet received

@ Contacts
@ Prequalifications
@ supplemental Information

@ Job History
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6.1.1 Manage Users

The Manage Users button provides you a list of all users in your firm who can access the system. From
here, users in the Consultant Admin role can edit the profiles of the users and manage the roles they are
assigned to. You may also deactivate users here.

Manage Users

View Inactive Users

Show 10 v entries Search:
Full Name t; Date Added Org Type Org Name Org Role
Bresette Anna 12/3/2019 Consultants Stacey Test firm 13 Manage Consultant # Edit Profile
Kevin FugetteE 6/29/2020 Consultants Stacey Test firm 13 System Admin #" Edit Profile
staacey Anne 5/12/2020 Consultants Stacey Test firm 13 Read Only # Edit Profile
Stacey Fowler 12/3/2019 Consultants Stacey Test firm 13 Read Only & Edit Profile
Stacey Test Account 12/5/2019 Consultants Stacey Test firm 13 Project Manager # Edit Profile
Showing 1 to 5 of 5 entries Previous - Mext

6.1.2 Firm Information

Your firm information is tied to your eMARS account by your vendor code. The information from eMARS
cannot be changed in the system. You can update your alias name, phone number, website, address,
and organization type here.

You should also keep your employee counts, Federal ID Number and form license number up to date as
there are all used in the prequalification process.

6.1.3 Required Documents & Certifications
The Required Documents & Certifications section will only display if you have approved prequalification.

Here you will see your renewal date and in odd numbered years, you will be able to certify whether or
not there are changes at your firm that affect your prequalification process.
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Required Documents & Certifications
All prime cansultants must provide the following forms and certifications as part of their annual pregualification application process.

Renewal Date: 12/1/2019

Affidavit for Services - Campaign Finance Law Compliance
Status: Not yet received

Liability Insurance Form Upload Documents
Status: Mot yet received

Ethics Certification Provide Certification
Status: Mot yet received

You will need to complete and upload your “Affidavit for Services — Campaign Finance Law Compliance”
and Liability Insurance forms as pdf’s.

You will also provide your Ethics Certification by clicking on the Provide Certification button, clicking “I
Agree”. And saving your certification. Once you have saved your Ethics Certification, the button will be
replaced by the name of the person agreeing to the certification and the date it was performed.

Ethics Certification *

Any consultant certifies that the firm and its employees will not offer or provide gifts to KYTC employees in excess of $25.00 in any single calendar year as
defined in KRS 114.045 (1) and Department General Administration and Personnel Policy GAP-808. Moreover, any consultant certifies that firm and its
employees will not offer any ticket to a sporting event to a KYTC employee without being reimbursed the face value amount for said ticket as defined in KRS
11A.045 (2). It is agreed and understood that non-compliance with the above provisions may result in the suspension of vendor procurement participation,
contract termination, loss of prequalification, and/or debarment of the firm.

6.2 Contacts

Contact cards provide key information for Consultant employees. There are two type of contact cards:
one for users of the system and one for contacts that are not users of the system. Both types of contact
cards contain the same information and are used in the prequalification process. You do not need to
create contact cards for all of your employees, only the ones that will use the system or are needed to
obtain prequalifications.

Click on the Contacts section to open it.

6.2.1 Viewing your Contacts
The Contacts section displays all of the contacts in your firm. From here you can add, edit, and view a
contact. Only users in the Consultant Admin and Manage Consultant roles can add or edit contacts.
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@ Contacts

Stacey Test Account

System User

System Admin

8593232323

testing

testing

lexington, KY 40509
staceybresette5@gmail.com

6.2.2 Editing a Contact

October 26, 2020

Status:

Active hd

Test Test

Contact Card Only
Test

(859) 123-1234

200 Mero Street, Test
Test

Frankfort, Ky 40622
Jay.Clifton@ky.gov

Click on the Edit button to edit a contact’s information. This will open a window where you can manage
all of the contact’s information. This information is used to create a virtual TC 40-1 when you apply for
prequalification and should be kept up to date.

When entering Educational Information, you should enter the highest degree obtained as only one entry

is allowed per person.

Membership in Professional Organizations is a freeform text field that you enter the membership

information however you want.

Specialty Areas are selected from a list of options. You should select all that apply for the individual.

If the individual is a system user, you may also deactivate their account here if you wish. A deactivated
account may be reactivated from the Edit Contact screen. Contacts cannot be deleted.

Page 46 of 184



Professional Services Release 3 October 26, 2020
User Guide

Edit Contact Active *
First Mame Last Mame
Stacey Test Account
lab Title Principal Full Time Employee
System Admin - -
Address 1 Address 2
testing testing
City State Zip
lexington Kentucky v 40509
Phone Email
(859) 323-2323 staceybresetteS@gmail.com
PE License First Licensed Year Surveyar License First Licensed Year

Year Started at Firm

Years as Principal at other Firms Years of Experience not Principal

Educational Information

Highest Level of Education Attained:

Caollege Name Degree

Select A
Specialization Studied Graduation Year

e.g. 2010

Membership in Professional Organizations

4
Employment History

Employer Mame Start Date End Date

Employer Name Start Date End Date

Specialty Areas
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6.3 Supplemental Information
Supplemental Information is for you to put information that is pertinent to your prequalifications. There
are three areas:

e Major Equipment
e Computer Equipment and Software
e Additional Information

You add the pertinent information here just as you would have included it in your TC 40-1. Each section
has two options for entering the information, a freeform text field or by attaching a document. You
cannot have both. Attaching a document will erase the contents of the text field. Only a single document
can be attached to each section. If you have attached a document the file name will be displayed and
you may download, update, or delete it.

@ Supplemental Information

Please complete each section by entering text or uploading @ manifest document.

Major Equipment

Upload Equipment Inventory

Enter major equipment information here, or upload inventory...

Computer Equipment And Software

ViewSpecificCompSaleBookAttachment.docx uploaded 10/2/2020

Additional Information

Upload Additional Information

Enter additional information here, or upload documentation...

E

Updating a document will replace the previous version. You will be prompted to verify that you wish to
overwrite the existing file before the action is taken.
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Overwrite?

6.4 Job History

Job History allows you to maintain the history information necessary for your prequalifications. You
should not enter every job your firm has worked on, only the ones in support of your prequalifications.

The TC 40-1 has separate entries for whether you acted as prime or a sub-consultant, and whether the
project is active or completed. These have all been combined into a single form to provide consistent
entry. We have also included the ability to projects to the prequalification area they are related to.

Expanding Job History displays all of the history you have entered. You may filter by qualification which
match the different prequalification areas. From here, you can edit an existing history entry or add a

new one.

@ Job History

Qualification Filter

All

Sort By

Select

Testing KYTC Project-prime
location

Project Manager

Fee: $100,000.00

work

* Aviation - Airport Project Inspection

* Environmental & UST Services - UST Carrective Action
* Environmental & UST Services - UST Site Investigation (Phase 2)

2-174.1

Christian CR-1150
kyteyjohn.rudd
Fee: $45,000.00

6.4.1 Adding Job History

Add History

type of work

Edit
Customer: customer
Prime Consultant
Constructed: 12/2026
PE & ENVIRONMENTAL{O) Edit

Customer: KYTC
Subconsultant with HMB Professional Engineers, Inc.
Active - Estimated Completion: 12/2026

There are three types of projects you can add:
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e KYTC project swhere you were the prime consultant
o KYTC projects where you were a sub-consultant

e Projects for a customer other than KYTC, or KYTC projects that do not show up in either of the
two options above.

6.4.1.1 Adding Job History Where You Were Prime Consultant
Selecting Add History will bring up this dialog box.

Add Job History .

Add a project to your job history. If you choose to select from KYTC projects, you will be presented with a list of KYTC projects where your firm was the
prime consultant. Selecting an item fram the list will pre-fill information about the project.

® Select from KYTC projects where my firm was prime

O Select from other KYTC projects where my firm was a subconsultant

O Add project for other customer, or KYTC project not found above

Show | 10 w | entries Filter results;
1-3103  Environmental ~Mccracken  NEW ROUTE(Q) PADUCAH OUTER LOOP (PRIORITY SECTION 2); FROM
- PF-9999 US-45 (PADUCAH-MAYFIELD ROAD) TO KY-1322

(LOWVELACEVILLE ROAD). (GRADE & DRAIN AND INC,
SURFACE) (2002BORC)

1-31017  Construction  Mccracken  NEW ROUTE() PADUCAH OUTER LOOP (PRIORITY SECTION 1); FROM
Engineering -co- K¥-1322 (LOVELACEVILLE ROAD) TO US-62

To select from projects your firm was the prime consultant on, select the first option. This will cause a
grid to display containing all the projects that your firm was the prime consultant on that have not
already been added to your history. Please note that firm mergers may result in an incomplete list of
projects being shown here. Select Continue for the project you wish to add. You may only add one
project at a time.

Once you have selected a project to add, a new window appears with some of that project’s information
prefilled from the contract in the Professional Services application. The prefilled fields have a gray
background and cannot be changed. You should update the fields that do not have a gray background.

For Work Status, you chose from Active, Firm’s Work Completed, or Constructed. Selecting an option
other than active will change the Estimated Completion Date heading to just be Completion Date. For
the date, you select month and year.

In Description of Work, you should enter a description of the work your firm performed on the project,
not a description of the project itself.

In Qualifications List, you will select all of the prequalification areas that this particular job would apply
to. The qualification areas are the same as the areas you can be prequalified in.
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Edit Job History

Project

1-113

Location

Ballard US-60

Prime Consultant

Project Manager

K¥TC\Chris.Kuntz

Wark Status

Active

Description Of Wark

testing this field

Qualifications List

Type Of Work

MAJOR WIDENING(O)

Customer

KYTC

Subconsultant With

Fee

S | 75000

Estimated Completion Date

0172021

» Mwiation - Airport Master Planning

|

Aviation - Airport Design

Aviztion - Airport Noise Analysis

Aviation - Airport Project Inspection

Caonstruction Engineering Services - Construction Scheduling / Claims Analysis

~mpctection Cnninasrine Sarvicac -~ anctrgction Drodact Cynansicion

6.4.1.2 Adding Job History Where You Were Sub-Consultant

-

e )

October 26, 2020

To select from projects your firm was the sub-consultant on, select the second option. At the prompt,
select the district and then the item number from the list for that district. This will cause a grid to display
containing all the projects for that district and item number. If a district — item number had multiple
contracts, you will see multiple entries for each prime consultant. Select Continue for the project with

the prime consultant you subbed to. You may only add one project at a time.

Once you have selected a project to add, a new window appears with some of that project’s information
prefilled from the contract in the Professional Services application. The prefilled fields have a gray
background and cannot be changed. You should update the fields that do not have a gray background.

The Prime Consultant will be pre-filled from the item you selected and cannot be changed.

The rules for updating the remaining fields are the same as if you selected a project where you were the

prime consultant.
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Add Job History =

Add a project to your job history. If you choose to select from KYTC projects, you will be presented with 2 list of KYTC projects where your firm was the
prime consultant. Selecting an item from the list will pre-fill information about the project.

O Select from KYTC projects where my firm was prime

® Select from other KYTC projects where my firm was a subconsultant

O Add project for other customer, or KYTC project not found above

District: [tem Mumber:
6 ~ 8311 v
Show 10 entries Filter results:
Prime
Item# ;, | Phase Location Type Of Work Description Consultant
6-8311  Right of Bracken - RECONSTRUCTION(O) ~ RECONSTRUCT KY-1159 FROM Palmer
Way KY-1159 BROOKSVILLE TO KY-9/AA HIGHWAY.  Engineering
(06CCN) (10CCR)(12CCR) (16CCR)
6-8311  Preliminary  Bracken - RECONSTRUCTION(O) = RECONSTRUCT KY-1159 FROM WSP USA Inc.
KY-1159 BROOKSVILLE TO K¥-0/AA HIGHWAY.
(06CCN) (10CCR)(12CCR) (16CCR)
showing 1 1o 2 of 2 entries Previous Next

6.4.1.3 Adding Other Job History

To add a project you performed for a customer other than KYTC, select the third option. You would also
use the third option to add a KYTC project that you could not add using options 2 or 3. Select Continue
and a blank Add History screen will be presented.

You will need to provide a project identifier, type of work, location, and customer name. If your firm was
a sub-consultant, deselect the Prime Consultant check box and enter the name of the prime consultant
firm. You should also enter the name of the project manager as freeform text.

The rules for updating the remaining fields are the same as if you selected a project where you were the
prime consultant.
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Add Job History
Project
6-8311

Location

Bracken KY-1159

Prime Consultant

Project Manager

kytc\mike.bezold

Work Status

Active v

Description Of Work

Qualifications List

Type OF Work

RECONSTRUCTION(O)

Customer

KYTC

Subconsultant With

Palmer Engineering
Fee
$ 0

Estimated Completion Date

Save Job History

6.5 Prequalification

October 26, 2020

Prequalification displays all of your prequalifications, renewal date, and review status. You can also

apply for prequalifications from here.
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@ Prequalifications

Aviation IEI

None Full Conditional

N/A
N/A
N/A
N/A

Construction Engineering Services g
Conditional
N/&

None Full

N/A

MN/A

N/A
N/A

Environmental & UST Services Ig

None Full Conditional

MN/A

N/A
N/A

N/A

Name
Airport Design

Airport Master Planning

Airport Moise Analysis

Airport Project Inspection

Name
Bridge Painting Project Inspection

Bridge Painting Project
Management

Construction Project Supervision

Caonstruction Scheduling / Claims
Analysis

Structural Steel Fabrication
Inspection

Name
Hazmat Corrective Action

Hazmat Site Investigation (Phase
2)

UST & Hazmat Preliminary Site
Assessment (Phase 1)

UST Closure Assessment

T I . N

6.5.1 View Prequalification Documents

e Any Professional Services application user with view only access into a Consultant’s
“Prequalification” tab may select the “Documents” icon to display all Prequalification documents
that have been submitted by the firm for that category.

Renewal Date
N/A

12/01/2018

M/A

N/A

Renewal Date
MN/A

N/A

MN/A

12/01/2018

MN/A

Renewal Date

N/A

N/A

N/A

12/01/2019
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Review Status
Pending-12/17,/2019

Approved-12/19/2019
Pending-12/19/2019

Pending-12/19/2019

Review Status
Pending-5/5/2020

Pending-2/5/2020

Pending-12/19/2019

Pending-12/17/2019

Pending-5/5/2020

Review Status
Rework-6/4/2020
Rework-8/18/2020

Rework-6/26,/2020

Rework-6,/4/2020
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Environmental & UST Services | & |

None Full Conditional Name
Hazmat Corrective Action

Hazmat Site Investigation (Phase 2)

UST & Hazmat Preliminary Site Assessment
(Phase 1)

UST Closure Assessment
UST Corrective Action

UST Site Investigation (Phase 2)

Renewal Date
01/01/2021

N/A

N/A

01/01/2021

N/A

N/A

October 26, 2020

Review Status
Denied@

Pending

Pending

Approved
Pending

Denied by KYTC

e Upon selection of the “Documents” icon, a “Prequalification Documents” pop-up window shall

display for that Prequalification category.

o Pop-up window shall display the document “Filename” and the “Submission Date” of each

related document in descending order of date submission.

Environmental & UST Services
Prequalification Documents

Filename Submission Date

Contract-2018-03-1.docx 12/4/2019
Advertisement-2-174.1.docx 12/4/2019
Contract-2018-03-1(1).docx 12/4/2019
Contract-2018-03-1.docx 12/4/2019

6.5.2 Submitting a Prequalification Request

New and existing prequalified Consulting firms may now submit their Transportation Cabinet
Prequalification applications within the Professional Services Prequalification Application portal. A
consultant firm may upload electronic documents (in Adobe PDF format) directly to the Prequalification
Application portal. A KYTC member will review the application documents and set an approval status
(e.g. approved, denied, partially / conditionally approved, etc.) for that Prequalification. In turn, the
consultant firm will receive email notifications of their application’s approval status. The Professional
Services application shall automatically update a firm’s Prequalification category based on their approval
status (e.g. fully approved or partially / conditionally approved). Please note that the Professional
Services group will review all denied applications prior to manually removing a firm’s Prequalification.
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A Consulting firm’s annual renewal date (or anniversary date) shall still be the date the Cabinet granted
approval of their initial Prequalification. In addition, a Consulting firm will still be required to renew their
Cabinet Prequalification within thirty (30) days of their annual renewal date.

6.5.2.1 Select “Apply for Prequalifications” Option
e A Consultant — System Admin role shall see an “Apply for Prequalifications” option within their
firm’s “Prequalifications” tab.
o Note: AKYTC PSA user shall also see the “Apply for Prequalifications” option within a firm’s
“Prequalifications” tab.

O Prequalifications Apply for Prequalifications

e Selection of the “Apply for Prequalifications” option shall navigate the user to the Prequalification
Application screen.
o Note: The Consulting firm’s name shall be displayed in the “Name of Firm” field located in
the top portion of the screen.

TC 40-1 CONSULTING ENGINEER AND RELATED SERVICES PREQUALIFICATION APPLICATION

Name of Firm

amazon

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PREQUALIFICATION

Category
Pleasa Select
‘Seiect an option from Category

6.5.2.2  Select Prequalification Category
e A Consultant — System Admin shall select the “Category” open to view a list of Prequalification
categories that their firm may apply.
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TC 40-1 CONSULTING ENGINEER AND RELATED SERVICES PREQUALIFICATION APPLICATION

Name of Firm

Abbie Jones Consulting* |

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PREQUALIFICATICN

Category*
Please Select v
Please Select

jon

Construction Engineering Services
Environmental & UST Services
Environmental Aquatic & Terrestrial Ecosystems Analysis
Environmental Archeology & Other Services
Geotechnical Services

Intelligent Transportation Systems
Maintenance / Bridge Mainlenance Services
Rignt of Way

Roadway Design

Structure Design

Traffic Engineering

Transportation Delivery Systems
Transportation Planning

Utility Design

e Upon selection of a Prequalification category, the user shall see a list of Prequalification category
service types.
o For example, under the “Aviation” Prequalification category there are the following service
types:

= Airport Design
= Airport Master Planning
= Airport Noise Analysis
= Airport Project Inspection

TC 40-1 CONSULTING ENGINEER AND RELATED SERVICES PREQUALIFICATION APPLICATION

Hame of Firm

Abbie Jones Consalting”

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PREQUALIFICATION

Tope Sugparting Documents”
Aifpor Design Supporting Documents
a
Alrport Master Planning Suggested Documents The files will be isted here
Almort Neiss Analysis
Aipont Prect cpecion :
- Dacumen 3
[P r—

e Based on a their Prequalification approval status, a firm that is already prequalified (and 90+ days
from their Renewal Date) or has a pending approval status shall NOT see that service listed below
the Prequalification category:

o Example 1: A firm that is prequalified in all category service types -AND- is 90 or more days
from their Renewal Date shall NOT see the service type categories.
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Traffic Engineering | &

None Full Conditional Name Renewal Date Review Status
Electrical Engineering Roadway Lighting 07/01/2020 N/A
Services
Electrical Engineering Traffic Signal Services 07/01/2020 N/A
Traffic Engineering Services 07/01/2020 N/A

Category”

This firm is prequalified in all three of
the “Traffic Engineering” category types.

Traffic Engineering

Type Since the current date is 90 or more days
from the firm’s “Renewal Date”, they
shall see that none of the three
categories are eligible for application at
this time.

o Example 2: A firm that is prequalified in some or all service types -AND- is less than 90 days
from their Renewal Date shall see that all category types are eligible for application.

@ Prequalifications Apply for Prequalifications

Aviation | &

=
None Full Conditional Name Renewal Date Review Status
Airport Design 03/01/2020 N/A
Airport Master Planning 03/01/2020 N/A
Airport Noise Analysis N/A N/A
Airport Project Inspection 03/01/2020 N/A

Category*

Aviation

Tye This firm is prequalified in three out
Airport Design of the four “Aviation” category types.
Alrport Master Planning Since the current date is less than 90

Airport Noise Analysis

days from the firm’s “Renewal Date”,
they shall see that all four category
types are eligible for application.

Airport Project Inspection

o Example 3: A firm is prequalified in at least one service type -AND- is 90 or more days from
their Renewal Date shall only be able to apply for the service types that they are NOT
qualified.
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0 Prequalifications
Aviation &=
None Full Conditional Name
Airport Design
Airport Master Planning
Airport Noise Analysis
Airport Project Inspection
Category*
Aviation
Type

Airport Design
Airport Noise Analysis
Airport Project Inspection

October 26, 2020

Apply for Prequalifications m

Renewal Date
N/A

07/01/2020

N/A

N/A

Review Status
N/A

N/A

This firm is prequalified in one out of

the four “Aviation” category types.
Since the current date is 90 or more

days from the firm’s

“Renewal Date”,,

they shall only see three category
types that are eligible for application.

o Example 4: A firm that is NOT qualified in any service type shall see all applicable category

service types regardless of their Renewal Date.

@ Prequalifications

Aviation |
None Full Conditional Name
Airport Design
Airport Master Planning
Airport Noise Analysis
Airport Project Inspection
Category™
Aviation v
L]
Type

Airport Design

Airport Master Planning
Airport Noise Analysis
Airport Project Inspection

Apply for Prequalifications m

Renewal Date
N/A

N/A

N/A

N/A

Review Status
N/A

N/A

N/A

N/A

This firm is NOT prequalified in any
of the four “Aviation” category types.
Regardless of their firm’s “Renewal

Date”, they shall see

category types are e
application.

that all four
ligible for

o Example 5: A firm that is NOT qualified in any service type -AND- has at least one pending
application request -AND- is 90 or more days from their Renewal Date shall only see the

service types that are NOT pending approval.
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Roadway Design /& |

None Full Conditional Name Renewal Date Review Status
Advanced Traffic Engineering Design & N/A N/A
Modeling
Photogrammetry & Related Services N/A N/A
Rural Roadway Design N/A Pending
Surveying N/A N/A
Urban Roadway Design N/A NfA

Category*

This firm is NOT prequalified in any of the five

Roadway Design v .
“Roadway Design” category types.
Type However, they do have one “Pending”
Advanced Traffic Engineering Design & Modeling applicatl'on out fOI' review/ approval (”Rural
Surveying .
Photogrammetry & Related Services Roadwav DESIgn”)'
Urban Roadwiay Design Since the current date is 90 or more days from

the firm’s “Renewal Date”, -AND- they have
one pending application, they shall see that
four of the five categories are eligible for
application at this time.

e A firm may select one or more available service types within each Prequalification Category.

Category”

Roadway Design v

Type
¥ Advanced Traffic Engineering Design & Modeling
¥ Surveying
Fhotogrammetry & Related Services
Urban Roadway Design

6.5.2.3 Upload Supporting Documents
e A Consultant — System Admin user shall be able to upload supporting documents (e.g. PDF, Word,
etc.) related to their Prequalification Application within the “Supporting Documents” interface.
e Selecting within “The files will be listed here” screen area of the “Supporting Documents” section
shall open your workstation’s Document Upload window.
e A user may upload documents by:
o Selecting the desired file from your computer or drive and selecting the “Open” option
within your Document Upload window.
o Selected the desired file from your computer and then drag and drop the desired file into
the “Supporting Documents” section.
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Supporting Documents*

- The files will be listed here

Supporting Documents*

o

228 KB

> 3

Prequalifica...

Remove file

e A Consultant — System Admin user may remove / delete a document by selecting the “Remove file”
option within the “Supporting Documents” file icon.
o Upon successful removal, the file icon shall NO longer display in the “Supporting
Documents” section.

6.5.2.4 Add Additional Category
e A Consultant — System Admin user may add one or many Prequalification Categories (with
supporting document sets) to send for approval.
o For example, a firm may want to send Prequalification applications to all of the following
categories for approval in the same session:
= Aviation
= Right of Way
= Roadway Design
= Transportation Planning
e Selection of the “Add Additional Category” option shall display another “Category” selector
underneath the previous Prequalification Category application set.
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Category”

Maintenance / Bridge Maintenance Services

October 26, 2020

Type

" Tunnel Inspection

) Underwater Structure Inspection
) In-Depth Structure Inspection

)

TC 40-1 CONSULTING ENGINEER AND RELATED SERVICES PREQUALIFICATION APPLICATION

Hame of Firm
Autie Jones Consulting” 1

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PREQUALIFICATION

Category”
Aviatien

Tive
 rpor Dssign Supporting Documents
Arpot wastr lansing
Arpot Hoise Analyss
Alrport Project Inspection

‘Supgested Documents:

= Document 1
= Document 2
= Document 3

Supporting Documents®

o
a

2853,
Prequalifica...

FRemave fie

o After selection of the “Add Additional Category” option, the user may select the desired

Prequalification category.

o Note: A user shall NOT be able to select a Prequalification category that was chosen

previously within the same session.
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—

—

Name of Firm

| Abbie Jones Consuiting

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PRE

Category*
Aviation

Type
# Airport Design
Airport Master Planning
Airport Noise Analysis
Airport Project Inspection

Remove Current Calegory

Category”
Please Select

Please Select

Construction Engineering Services

Environmental & UST Services

Ej Aquatic & Ecosy Analysis
Environmental Archeology & Other Services
Geotechnical Services

Intelligent Transportation Systems

Maintenance / Bridge Maintenance Services 'm
Right of Way

Roadway Design

Structure Design

Traffic Engineering
Transportation Delivery Systems
Transportation Planning

Utility Design

October 26, 2020

e Upon selection of the additional Prequalification category, the user may select the desired service
type(s) and upload the supporting application documentation.

Name o1 Firm
lam»umescmumw‘

INDICATE TYPES OF PROJECTS FOR WHICH YOUR FIRM REQUESTS PREQUALIFICATION

Category”
Aviation

Type
! Airport Design
Aport Master Flaning
Arport Notse Analysis
Adrport Project inspection

Supporting Documents

Suggested Documents:
w2
+ Document 1 Prequalifica..
+ Document 2
+ Document 3 Fomov Mo

‘Supporting Documents™

[

Remove Curent Calegory
Category*
Right 01 Way

Type
&1 Rignt of Wy Relocation

Right of Way Acquisilion

Supporting Documents
‘Suggested Documents:

+ Documen 1

+ Document 2

+ Dacument 3

Supparting Diocuments ™

The files will e listed here

1.1.1.1

Remove Current Category

e A Consultant — System Admin user may remove an existing Prequalification Category (along with
supporting documents) via selection of the “Remove Current Category” option.
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Category*
| Maintenance / Bridge Maintenance Services v

Type

! Tunnel Inspection

=) Underwater Structure Inspection
) In-Depth Structure Inspection

e User selection of the “Remove Current Category” option shall display a “Are you sure that you want
to delete this record?” pop-up window.
o Selection of the “Yes” option shall remove the Prequalification Category record (and all
uploaded supporting documentation).
o Selection of the “No” option shall NOT remove the Prequalification Category record.

Are you sure that you want to delete this record?

6.5.2.5 Submit Prequalification Application

e Upon selection of all the desired Prequalification Category Services and uploading the required
supporting documentation, the Consultant — System Admin user may submit their Prequalification
applications via selection of the “Submit” button.
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Category*

Aviation v

Type
#| Airport Design
Airport Master Planning
Airport Moise Analysis
Airport Project Inspection

Remove Current Category

Add Additional Calegory

_— £ 2

e User selection of the “Submit” option shall display the “Form submitted successfully” pop-up
message, indicating that the Prequalification application was successfully sent to the desired KYTC
approver group(s).

o Note: Upon display of the “Form submitted successfully” pop-up message, the browser
window shall close, thus ending the session.

Form submitted successfully

e The system shall send an email notification to the applicable KYTC approver group(s) identifying that
a Prequalification request is awaiting their approval.
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DoNotReply@ky.gov M Landes, Jason (KYTC)
A Prequalification Request awaits your approval

© This message was sent with High importance.

A new prequalification request from Consultant

Third Rock Consultants, LLC*

has been submitted for

Environmental & UST Services - UST Closure Assessment

and awaits your approval.

Please click this link to access the task and review the submitted materials.

This i1s an automated email, please do not reply.

CONFIDENTIALITY NOTICE: This e-mail and any attachments are confidential. If you are not the intended
recipient, you do not have permission to disclose, copy, distribute, or open any attachments.

October 26, 2020

6.5.2.6  Cancel Prequalification Application
e During the Prequalification application process, a Consultant — System Admin user may decide to

not submit or cancel the application via the selection of the “Cance

Category*

Aviation

Type
¥ Airport Design
| Airport Master Planning
| Airport Noise Analysis
I Airport Project Inspection

e User selection of the “Cancel” option shall display an “Are you sure that you want to cancel?”

option:
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Are you sure that vou want to cancel?

o Selection of the “Yes” option shall remove / cancel the Prequalification application -AND-
display the “Forms submission cancelled” pop-up message.
= Note: Upon display of the ““Forms submission cancelled”” pop-up message, the
browser window shall close, thus ending the session.
o Selection of the “No” option shall NOT remove / cancel the Prequalification application

Form submission cancelled

7 Prequalification Approval

Once a Consultant firm has successfully sent a Prequalification request through the Prequalification
Application portal, an email notification is sent directlry to KYTC approvers within each Category Service
area.

For example, if a Consultant sent Prequalification applications for the Aviation — Airport Master
Planning, Right of Way — Relocation and Transportation Planning — Traffic Forecasting services, then the
approver(s) within each KYTC Category Service would receive individual email notifications that indicate
a pending application is awaiting approval within their service area.

Each KYTC Approver can review their approval requests and determine the status of the Consultant
firm’s Prequalification Application.
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7.1 Select the “Prequalification Approval Tasks” option
e AnInternal KYTC user added to the “Prequalification Approvers” Type Table shall see the
“Prequalification Approval Tasks” option within the Consultant Management screen.

Consultant Management

< Add Consultant Prequalification Approval Tasks

Show 10 ¥ entries Search:

Renewal
Due
Legal Name Date
AMAZON FULFILLMENT amazon Rain N/A 8/11/2019 Yes Active # Edit
SERVICES INC Rain, LA 40335
AMERICAN ENGINEERS INC American Engineers, Inc. 65 Aberdeen Drive N/A 3/1/2020 No Active # Edit
Glasgow, KY
42141-8238
ARNOLD CONSULTING Arnold Consulting P.O. Box 1338 N/A 7/1/2019 No Active & Edit
ENGINEERING Engineering Services, Inc.  Bowling Green, KY
42102
BACON FARMER WORKMAN Bacon, Farmer, Workman 500 South 17th N/A 11/1/2019 No Active & Edit
ENGINEERING & TESTING. Engineering & Testing, Street
INC. Inc. Paducah, KY 42003

e User selection of the “Prequalification Approval Tasks” option shall navigate the Internal KYTC user
to their “Prequalification Application Work Center” that displays their Prequalification Approval
requests.

o Please note that first time users shall be navigated to a “Sign In” screen that requires the
user to sign in using KYTC Active Directory account.
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C @ test-bpm.kytcky.gov/login?returnUri=%2fworkcenter%2findex i

AGILEP®INT

Sign In with

-
6 s

® AgilePoint, Inc. 2018 All rights reservi ed

o User selection of the “Active Directory” shall navigate the user to a “Login” screen that
requires the user to enter in the following credentials:
=  Domain—KYTC
=  User Name — Name of KYTC Employee in Active Directory
=  Password — User’s Active Directory Password
o Upon entry of the user’s Active Directory credentials, the user can select the “Login” option
to navigate to the “Prequalification Application Work Center” screen.

A

Active Directory

Domain

KYTC

User Name

Jason.Landes

Password

¥ Keep me signed in

© AgilePoint, Inc. 2018 All rights reserved

o A Prequalification Approver shall receive notifications from consulting firms that are
requesting review of their Prequalification applications.
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o A Prequalification Approver shall have access to review a consulting firm’s Prequalification
application with their assigned Prequalification Category.
o When reviewing a consultant’s Prequalification application, a Prequalification Approver shall
be able to:
=  Approve Prequalification request
=  Apply a Conditional Approval to a Prequalification request
=  Reject Prequalification request
= Request a Rework of a Prequalification request
e Selection of the “Prequalification Approval Tasks” option shall navigate the Internal KYTC user to
their “Prequalification Application Work Center” that displays their Approval request.

7.2 View Prequalification Application Work Center

e Internal KYTC users viewing the “Prepublication Application Work Center” shall see the following
tabs:

Overview — Displays the number of tasks by Process Model (Overdue, Assigned, New)

My Task — The user can view and manage the tasks assigned to them.

In Queue —The user can view all of the unassigned tasks within their approval pool.

Processes | Started — The user can view and manage processes that they started.

Processes I've Worked Tab — The user can view and manage their connected processes.

Delegations — Allows the user to view and change the tasks that have been delegated.

O O O O O O

My Task (0) In Queue (0) Processes | Started (0) Processes I've Worked (0) Delegations

Currently there are no assigned tasks available

7.3  View “My Task” Tab
e AnInternal KYTC user that has selected the “My Task” tab can see the tasks currently assigned to
them.
e User selection of a record in the “Task Name” column within the “My Task” grid shall display the
following options:
o View Process — Selection of this option shall display the approval process of this task.
o Open Task — Selection of this option shall navigate the user to that Approval Task.
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m In Queue (2) H Processes | Started (0) ” Processes I've Worked (4) H Delegations } (-}
5] Priority Task Name T Process Model T status Y DueDate User
@ & Approval without Condi. . | PS-Review-PrequalType

(e]

T | Process Instance Name T initiator T Assigned Date
Overdue 2019/12/05 14:05... | Landes, Jason (KYTC} | Third Rock Consultants, LLG*-Environmental AgilePoint 2019/12/04 14:43.
® View Process

s Release To Pool

4 View Description

@0

1-10f 1 items

Prequalification Type Approval

Requesting Entity: Third Rock Consultants, LLC™

Qualifying Category: Environmental & UST Services

Qualification Type: Hazmat Corrective Action

Please review the following documentation:

Document Name

Contract-2018-03-1.docx

Display or Download

Approval Decision

) Full Approval
© Deny
© Rework

Release to Pool — Selection of this option shall open a “Release to Pool” pop-up window.
| |

Selection of the “Release to Pool” option within the pop-up window shall move this
Approval Task into the “In Queue” tab.

Any user within this approval pool can pick up and work this Approval Task.
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Overview InQueue (0) || Processes | Started (0)

Processes I've Worked (3) | Delegations ]
< -
Y = 22 My Tasks
(=] Priority Task Name Y Process Model Y status Y Due Date User Y Process Instance Name Y Initiator Y Assigned Date
[=] < Approval without Condi... | PS-Review-PrequalType Overdue 2019/12/07 10:06... | Landes, Jason (KYTC) Stacey Test firm 1-Traffic Engineering-Constru. AgilePoint 2019/12/08 17:00
@ < Approval without Con| = View Process JalType Overdue 2019/12/05 14:05. Landes, Jason (KYTC) Third Rock Consultants, LLG*Environmental AgilePoint 2019/12/04 14:43.
¥ Open Task
4 View Description
@0 1-20f2items
Release To Pool
Participants
Landes, Jason (KYTC) (kytcljason landes)
Bresette, Stacey A (KYTC) (kytcistacey. bresstie)
Release To Pool Cancel
Overview m TSI | Processes | started (0) ” Processes I've Worked (3) ” Delegations ] ]
o~ -
Y=
o Priority Task Name T Process Model Y Status Y DueDate User Y Process Instance Name Y Initiator Y Assigned Date
o © Approval without Condi . PS-Review-PraqualType New 2019/12/07 10:05. Landes, Jason (KYTC) Stacey Test firm 1-Traffic Engineering-Constru. AgilePoint NA

000G

-1 of 1 items

o View Description — Not applicable

7.4  View “In Queue” Tab

An Internal KYTC user that has selected the “In Queue” tab can see the tasks currently assigned to
them.

User selection of a record in the “Task Name” column within the “In Queue” grid shall display the
following options:

o View Process — Selection of this option shall display the approval process of this task.

o Take Assignment and Open — Selection of this option shall open a “Task Assignment” pop-up
window.

Selection of the “Take Assignment” option within the pop-up window shall move
the Approval Task into the user’s “My Task” tab.
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%)

Overview | My Task(1) | LIVl Processes | started (0) ” Processes I've Worked (4) ” Delegations ]
2
e v
=] Priority Task Name T Process Model Y status Y Due Date User Y Process Instance Name T initiator Y Assigned Date
[S] © Approval without Condi . | PS-Review-PrequalType New 2019/12/07 10:05... | Landes, Jason (KYTC) | Stacey Testfim 1-Traffic Engineering-Constru... | AgilePoint NA
o © Approval without Condi ™ V1®" Process New 2019/12/07 1005 Landes, Jason (KYTC) Stacey Test firm 1-Construction Engineering . AgilePoint NA
i Take Assignment
4 View Description
@0 1-2 02 tems

Take Assignment

Participants :
Landes, Jason (KYTC) (kytc\jason.landes)
Bresette, Stacey A (KYTC) (kyic\stacey bresette)

o Take Assignment - Selection of this option shall open a “Task Assignment” pop-up window.
= Selection of the “Take Assignment” option within the pop-up window shall move
the Approval Task into the user’s “My Task” tab.

Overview || MyTask(2) | LL-lCJ{/| | Processes | Started (0) ” Processes I've Worked (4) H Delegations 1
o
Yy
o Priority Task Name Y Process Model T status Y Due Date User Y Process Instance Name. T Initiator Y Assigned Date
@ L3 Approval without Condi... |PS-Review-PreaualTvoe New 2019/12/07 10:05... | Landes, Jason (KYTC)  Stacey Test firm 1-Construetion Engineering S... | AgilePaint NA
® View Process
#* Take Assignment And Open
4 View Description
1)« o » (M 1-10r 1 ftems

Take Assignment

Participants :
Landes, Jason (KYTC) (kytc\jason.landes)
Bresette, Stacey A (KYTC) (kyiclsiacey bresette)
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Yo

o Priority

o <
e <
s] <

W@

m In Queue (0) H Processes | Started (0) ” Processes I've Worked (4) ” Delegations. 1

October 26, 2020

(-]

Task Name
Approval without Condi
Approval without Condi

Approval without Condi

h A

Process Model
PS-Review-PrequalType
PS-Review-PrequalType

PS-Review-PrequalType

Y status Y Due Date
Overdue 2019/12/07 10:05
Overdue 2019/12/07 10:05
Overdue 2019/12/05 14:05

User T
Landes, Jason (KYTC)
Landes, Jason (KYTC)

Landes, Jason (KYTC)

Process Instance Name
Stacey Test firm 1-Construction Engineering S.
Stacey Test firm 1-Traffic Engineering-Constru.

Third Rock Consultants, LLC*-Environmental

T | Initiator
AgilePoint
AgilePoint

AgilePoint

A Wy Tasks
Y Assigned Date
2019/12/09 17:03.
2019/12/09 17:00

2019/12/04 14:43

1-3 of 3items

o View Description — Not applicable

7.5 View “Processes I've Worked” Tab

that they have already worked.

)

o

Process Model
o PS-Revien-PrequalType
=] PS-Revien-PrequalType
]

PS-Review-PrequalType

B0 100

Overview | MyTask(3) | InQueue (0)

Processes | Started (0)

p————ry

T status

T Process Instance Name

Stacey Test firm 1-Traffic

ion Scheduling / Claims Ana

Stacey Test firm 1-Constructi

Third Rock Consultants, LLC*-

ing Services-Construction Scheduli

& UST Services-UST & Hazm

T started Date
2019/12/06 10:05:05
2019/12/06 10:05:04

2019/12/04 14:08:50

Initiator
AgilePoint
AgilePoint

AgilePoint

An Internal KYTC user that has selected the “Processes I've Worked” tab can view Approval Tasks

o

h 4

1-30f3 tems.

7.6 View Prequalification Request Email Notification
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DoNotReply@ky.gov M Landes, Jason (KYTC)
A Prequalification Request awaits your approval

OThis message was sent with High importance.

A new prequalification request from Consultant

Third Rock Consultants, LLC*

has been submitted for

Environmental & UST Services - UST Closure Assessment
and awaits your approval.

Please click this link to access the task and review the submitted materials.

This 1s an automated email, please do not reply.

CONFIDENTIALITY NOTICE: This e-mail and anv attachments are confidential. If vou are not the intended
recipient, vou do not have permission to disclose, copy, distribute, or open any attachments.

Prequalification Type Approval

Requesting Entity: Third Rock Consultants, LLC™
Qualifying Category: Environmental & UST Services
Qualification Type: Hazmat Corrective Action

Please review the following documentation:

Document Name
Contract-2018-03-1.docx

Display or Download

Approval Decision
) Full Approval
) Deny
'~ Rework
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7.7  Full Approval
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Prequalification Type Approval

Requesting Entity: Third Rock Consultants, LLC™
Qualifying Category: Environmental & UST Services
Qualification Type: Hazmat Corrective Action

Please review the following documentation:

Document Name
Contract-2018-03-1.docx

Display or Download

Approval Decision
@ Full Approval
) Deny

'~ Rework
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From: <donotreply@ky gov>

Date: Wed, Dec 4, 2019 at 2:09 PM

Subject: Your Prequalification Request has been approved

To:

Your request for approval has been completed for the following item:

Environmental Aquatic & Terrestrial Ecosystems Analysis - Terrestrial Zoology

This item has been approved and the item's renewal date has been updated according to your master renewal date.

Environmental & UST Services | & |

None Full Conditional Name Renewal Date Review Status
Hazmat Corrective Action 01/01/2021 Denied@®
Hazmat Site Investigation (Phase 2) N/A Pending
UST & Hazmat Preliminary Site Assessment MN/A Pending
(Phase 1)
UST Closure Assessment 01/01/2021 Approved -
UST Corrective Action N/A Pending
UST Site Investigation (Phase 2) MN/A Denied by KYTC

7.8 Deny
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Prequalification Type Approval

Requesting Entity: Third Rock Consultants, LLC"
Qualifying Category: Environmental & UST Services
Qualification Type: Hazmat Corrective Action

Please review the following documentation:

Document Name

Contract-2018-03-1.docx

Display_or Download

Approval Decision
Full Approval
® Deny
Rework

Flease Provide Conditions for Partial Approval or reason for Denial”
Additional documentation is required.

From: ﬁDoNotReplv@lw,i;ov}

Date: Wed, Dec 4, 2019 at 2:19 PM

Subject: Your Prequalification Request has Been Denied
To:

Your request for approval has been denied for the following item:

Environmental & UST Services - UST Site Investigation (Phase 2)
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Environmental & UST Services &=

October 26, 2020

None Full Conditional Name Renewal Date Rov?us

0 Hazmat Corrective Action 01/01/2021 Denied

. Hazmat Site Investigation (Phase 2) N/A Pending

. UST & Hazmat Preliminary Site Assessment N/A Pending

(Phase 1)
. UST Closure Assessment 01/01/2021 Approved
. UST Corrective Action N/A Pending
. UST Site Investigation (Phase 2) N/A Denied by KYTC
7.9 Rework

Prequalification Type Approval

Requesting Entity:

Qualifying Category:

Qualification Type:

Third Rock Consultants, LLC”

Environmental & UST Services

Hazmat Corrective Action

Please review the following documentation:

Document Name

Contract-2018-03-1.docx

Display_or Download

Approval Decision
- Full Approval

U Deny
'® Rework

Flease provide the
Addtional documentation is required.

ditional infermation that is required for approval *
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From: <D0N01R§g]v’r?lg,'.gkov>
Date: Wed, Dec 4, 2019 at 2:17 PM

Subject: Your Prequalification Request requires more information
o I

Your request for Prequalification has been reviewed and more information is required

Follow this link to see further instructions and upload additional documentation.

This is an automated email, please do not reply.

CONFIDENTIALITY NOTICE: This e-mail and any attachments are confidential. If vou are not the intended recipient, you do not have permission to disclose, copy, distribute, or open any attachments.

8 Bulletin Widget

Bulletins are a collection of Advertisements posted monthly on the Professional Services website for
consultants to respond and inquire about. The Bulletin is comprised of the projects that Professional
Services will procure services for in that particular month. The Bulletin widget allows the user to
manage bulletins and group projects under the appropriately scheduled bulletin.

The PS application will automate Bulletin ID’s 3 months in advance. This will auto populate the Bulletin,
Month and Advertisement Date. The Advertisement Date is always the second Tuesday of the month at
9:00 a.m. (EST).

Only KYTC users added to the “Bulletins” Exception List can invoke the creation of a Bulletin under
special circumstances (ex. Bulletin needed outside of normal schedule, etc.).

8.1 Select Bulletin Widget
Select Bulletin Widget:

e Selection of the “Bulletin” widget from the Dashboard shall navigate the user to the “Bulletin”
screen.

8.2 Bulletin Screen
Bulletin Screen:
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e The “Bulletin” grid displays view all Contracts and Projects that have been associated with that
particular bulletin month.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific Bulletin record.
o Selection of the “Bulletin ID” within each row shall navigate the user to the ‘Bulletin Project
Grid” for that Bulletin

Bulletins
=+ Create Bulletin
Sho T enbries arch
Bulletin 1D Advertisement Date | Number of Projects Contracts. Comments
1,/42/2049 [ o Aurbo- Gere rated # Edit
003 tha- Gernerate A Edit
810y 2019 E uto- Generated # Edit
BAM3/2015 o o Migrated
73,2019 1 9 Migrated
B/11/201% i 5 Migratad
514720159 2 10 Migrated

4972015 2 10 Migratad
N 2r2019 F 5 Migrated

21272019 3 9 Migrated

8.3 Create Bulletin
Create Bulletin (KYTC PSA user):

e The authenticated user shall see a “Create Bulletin” option on the “Bulletins” screen.
e Selection of the “Create Bulletin” option from the Bulletin screen shall display a pop-up window
prompting the user to enter Bulletin related information:
o Bulletin Number
o Advertisement Date
o Comments
e Upon selection of “Save” option, the new Bulletin shall be saved to the application
and display within the Bulletin grid.
e Upon selection of “Cancel” option, the new Bulletin record shall NOT be saved to
application and will NOT be displayed within the Bulletin grid.
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Bulletin Number: Advertisement Date:

Comments:

8.4 View / Edit Bulletin
View / Edit Bulletin:

e Selection of the “Edit” option next to a Bulletin listing in the Bulletin grid shall display an “Edit” pop-
up window that displays the following:
o Bulletin Number (not editable)
o Advertisement Date (editable)
o Comments (editable)
e Upon selection of the “Save” option, the edits made to the Bulletin record shall be
saved to the PS application.
e Upon selection of the “Cancel” option, edits made to the Bulletin record shall NOT
be saved to the PS application.

9 Announcement Response

The Announcement Response Portal provides Consultants a convenient way to see open contracts
available for response and to submit their responses.

9.1 Accessing the Announcement Response Portal
The Announcement Response widget provides access to the Announcement Response Portal which is a
central location to display Announcements that a Consultant firm can submit a response.

The following users will see the Announcement Response widget within their Dashboard:
o Consultant — Read Only
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Consultant — Project Manager
Consultant — System Admin

KYTC PSA

KYTC Selection Committee Member

o O O O

9.2 Announcement Response Portal

The Announcement Response Portal presents all the contracts open for response sorted by the
Response date. From here you may view the advertisement, see the status of any response you have
started, create a new response, or update a response you previously started. Responses will appear here
until 4:30 pm on the Response date at which time they will move to the Completed responses section.
You can only have one response to a contract and you may update it up until the 4:30 pm deadline
regardless of the response status.

Announcement Response
Caonsultant: Stacey Worldwide 3656

Open for Responses

Show| 10 |entries Search:
Balletin id 1. Advertising Date Project Description Approximate Fee Response Date Status
0716Test (July) 7/16/2020 Harlan | 11-10077 | CR-1225 | Preliminary & Final $853,650 August 07, 2020 by 4:30 PM EST View Advertisement N/A + Create

O716Test (July) /1642020 Statewide Regression Testing $789,000 August 07, 2020 by 4:30 P EST View Advertisement M/A + Create.
2021-01 {July) 7/14/2020 Boyd | 9-208.02 | CO-0 | Construction Engineering Inspection §650,000 August 05, 2020 by 4:30 PM EST View Advertisement N/A + Create.
2021-07 {July) 7/14/2020 ERS Statewide Testing IE $500,000 August 05, 2020 by 430 PM EST View Advertisement MN/A + Create
ERSTest1 (July) 7/7/2020 Floyd | 12-191 | US-23 | Preliminary & Final $265,000 July 29, 2020 by 4:30 PM EST View Advertisement N/A + Create
ERSTest1 (July) 7/7/2020 Lincoln | 8-16€7 | US-27 | Environmental $301,000 July 28, 2020 by 4:30 PM EST View Advertisement N/A + Create
ERSTest1 (July) 7/7/2020 Campbell | 6-20015 | US-27 | Scoping Study 575,000 July 28, 2020 by 430 PM EST View Advertisement MN/A + Create
ERSTest1 (July) 7/7/2020 Marion | 4-80152 | US-68 | Final §75,000 July 29, 2020 by 4:30 PM EST ‘View Advertisement N/A o Create

ERSTest1 (July) 7/7/2020 Christian | 2-174.1 | CR-1150 | Scoping Study $55,000 July 29, 2020 by 4:30 PM EST View Advertisement N/A + Create

ERSTest1 (July) 7/7/2020 Trimble | 5-135.81 | US-421 | Scoping Study $110,000 July 28, 2020 by 4:30 PM EST View Advertisement NiA + Create

Showing 1 te 10 of 20 entries Previous - 2 | Mext
Completed Responses

Show| 1p % entries Search:
Bulletin d t. Advertising Date Project Description Approximate Fee
No data available in table

Showing 0 to 0 of 0 entries Previous = Next

9.3 View an Advertisement
View Advertisement will download the advertisement for viewing. A partial sample of an advertisement
is provided below.
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A REQUEST FOR PROPOSAL
FOR
PROFESSIONAL SERVICES CONTRACT

Department of Highways
Professional Services Procurement Bulletin 0716Test
Harlan | 11-10077 | CR-1225
This document constitutes a Request for Proposals for a Professional Service Contract from

qualified individuals and organizations to furnish those services as described herein for the
Commonwealth of Kentucky, Department of Highways.

I. PROJECT DESCRIPTION

County - Harlan

Route - CR-1225

Item No. - 11-10077

Project Description -  Address deficiencies on rocky In (cr 1225) over catron creek.
(048c00125n)

Il. PROJECT INFORMATION

Project Manager -  Harinath Gangula, P.E.
User Division - Professional Services
Approximate Fee - 853650 (Lump Sum)
Project Funding -

Project Length - Approximately miles

lll. PURPOSE AND NEED

Instructions for Purpose and Need

IV NRF RFOLIIRFMFENT

9.4 Responding to an Announcement

In the Announcement Response Portal, announcements you have not started a response to will display a
“Create” button. If you have already started a response, an “Edit” button will appear instead. Both
buttons will take you to the Sub-Consultant Selection page for the selected contract. Your updates are
automatically saved as you navigate between pages of the contract response. You do not have to
complete a section before moving to a different section, however, your response will not be complete
until all sections have been satisfied.

9.4.1 Sub-Consultant Selection

On the Sub-Consultant Selection page, you will add Sub-Consultants that you will be including in your
response. The page will display any sub-consultants you have added to the response. To add a sub-
consultant, click on the “Add Sub-Consultant” button.
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Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Sub-Consultants

Sub-Consultant Selection

After clicking the “Add Sub-Consultant” button, a small pop-up will appear. Start typing in the
consultant’s name that you want to add as a sub and the smart text field will display a drop-down of the
consultant’s whose name matches what you typed. Select the consultant you want from the drop-down
list and click “OK” to add them to your response.

Choose Consultant

Clicking the “Next” button will take you to the Prequalifications page.

9.4.2 Prequalifications

The Prequalifications page displays all of the prequalifications required to respond to the contract.
Prequalifications that appear in italics with an asterisk are optional and not required. Your
prequalifications and those of your sub-consultants will automatically be matched against the contract
requirements. Each prequalification can have more than one consultant filling the requirements. You
can use the “+ Sub-Consultant” button to add consultants to any of the prequalifications. All of the
required prequalifications must have at least one consultant with matching qualifications for the
response to become complete.
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Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Prequalifications

Contract Prequalifications
* Prequalification is not required with the initial proposal

Aviation Prequalified Consultant(s)

Airport Design Stacey Worldwide 3656

Ajrport Project Inspection Unfilled Prequalification
Ajrport Moise Analysis Stacey Worldwide 3656

Environmental Archeology & Other Services Prequalified Consultant(s)

Socio-Economic Analysis Stacey Worldwide 3656

Histeric Archaeclogy Stacey Worldwide 3656

Stream & Wetland Mitigation Unfilled Prequalification
Cultural-Historic Analysis Unfilled Prequalification
Air Quality Anslysis Unfilled Prequalification

Structure Design Prequalified Consultant(s)

Spans Greater than 500 Feet Unfilled Prequalification 4 Sub-Consultant

Spans Under 500 Feet Unfilled Prequalification 4 Sub-Consultant

Traffic Engineering Prequalified Consultant(s)
Electrical Engineering Roadway Lighting Unfilled Prequalification +

Sub-Consultant

Electrical Engineering Traffic Signals Unfilled Prequalification +

Sub-Consultant

Traffic Engineering Unfilled Prequalification 4 Sub-Consultant

Utility Design Prequalified Consultant(s)
Gas Level 1 Unfilled Prequalification 4 Sub-Consultant

Electrical Level 1 Unfilled Prequalification 4 Sub-Consultant

Water & Sewer Level 2* + Sub-Consultant

Uitility Preconstruction Coardination * # Sub-Consultant

Gas Level 2 Unfilled Prequalification 4 Sub-Consultant

oo | b |

Clicking “Previous” will take you back to the Sub-Consultant Selection page. Clicking “Next” will take you
to the Project Manager page.

9.4.3 Project Manager

The Project Manager page allows you to select which of your project managers that have completed the
KYTC Project Manager Boot Camp Xpress training you use for the contract. The drop-down list allows
you to select from project managers in your firm who have completed the training. You must select a
trained project manager for project specific contracts before your submission can become complete.
Statewide contracts do not require a project manager who has completed the training.

Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Project Manager

Please select the Project Manger for this Contract: (Only Project Managers who have completed the KYTC Project Manager Boot Camp Xpress Training course can be selected.)

Project Manager:
Select hd
Select
Bresette Anna

staacey Anne
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If there are no project manager’s in your firm that completed the training, the following message will
appear:

Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Prajoct Manager

We have indicated that Stacey Worldwide 3656 has no Project Managers that have completed or registered for the KYTC Project Manager Boot Camp Xpress Training course. This is required before your firm can respond
to this Announcement.
Please contact Jeff Jasper at jeffja

@uky.edus for mare informatian on the KYTC Project Manager Boot Camp Xpress Training course,

Clicking “Previous” will take you back to the Prequalification page. Clicking “Next” will take you to the
Certifications page. The “Save” button allows you to save your progress and exit the response prior to
certifying the response and uploading a document.

9.4.4 Certifications
The Certifications page allows you to provide the certifications that are required to submit a response.

Note: The KRS 324A certification is intended for property appraisers only.
Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Certifications

Certifications

O | certify that the information included within this document is, to the best of my knowledge, correct as of the date indicated.

t the one (1) option applicable t
ify that my firm is currently register
ify that my firm is currently registered witl

the Commeonwealth of Kentucky in accerdance with KRS 322,060 to perform the engineering services needed for this project.
the Commenwealth of Kentucky in accordance with KRS 324 to perferm the right of way services needed for this project.

O | certify to the best of my knowledge and belief that my firm and/or its Principals is (are) not presently debarred, suspended, proposed for debarment, or declared ineligible for the award of contracts by any State
or Federal agency

O | certify, in accordance with Official Order No. 102285, “Conflict of Interest”, that there are no potential conflicts of interest in regards to any financial or other personal interest in a project and/or financial or other
personal interest in any real property that may be acquired for a project.

I

Clicking “Previous” will take you back to the Project Manager page. Clicking “Next” will take you to the
Upload page. The “Save” button allows you to save your progress and exit the response prior to
uploading a document.

9.4.5 Upload

The Upload page allows you to upload your response document to the system. If the criteria on all the
other pages have been met, you response will be marked as complete once you upload the document.
You may update your response at any time prior to 4:30 pm on the Response date. This page only allows
you to upload pdf’s, no other file type may be uploaded. No files larger than 100mb will be accepted.
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Selected Contract: Harlan | 11-10077 | CR-1225 | Preliminary & Final

Upload

Submit Response Proposal

Please upload a PDF version of your Announcement Response by August 07, 2020 by 4:30 PM EST.

X Upload

9.5 Viewing Completed Responses

The Completed Responses section displays all previously completed responses after the contract
Response date. Completed responses will appear here after 4:30 pm on the Response date. You may
view your completed responses and the associated advertisement, but you may not update them.

Completed Responses
Bulletin id Advertising Date Project Description Approximate Fee

19653223 [June) 6/17/2020 Jefferson | 5-340 | 1-265 30 [P ——

10 Statewide Service Widget

The Division of Professional Services procures consultant-engineering services defined by Statewide
Contracts or “Other” Statewide Contracts. Regular Statewide Contracts are generally on 2-year project
life cycles, while “Other” Statewide Contracts have variable project life cycles. The Professional Services
Admin role may create a new Statewide Service at any time.

Users shall NOT manually create Statewide Service Advertisement / Request for Proposal (RFP)
document. Instead, the Professional Services application will create an Advertisement / RFP document
once the “Advertisement Date” value of that Statewide Service is within 90 days or less.

Each individual Statewide Service may have one or many contracts tied to that service. The number of
Statewide Contracts created will correlate to number of “Firms” entered when the Statewide Service is
created / edited. (e.g. 3 Firms = 3 Contracts, etc.).

The Statewide Services screen allows the user to:

o Monitor Advertisement dates
o Make updates to existing Statewide Services
o Add new Statewide Service

The KYTC PSA role and KYTC Central Office — Project Manager shall have access to the Statewide Service
widget.
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10.1 Select Statewide Widget
Select Statewide Service Widget (KYTC PSA and Central Office — Project Manager):

e Selection of the “Statewide Service” widget from the Dashboard shall navigate the user to the
“Statewide Service” screen.

10.2 Statewide Service Grid
Statewide Service Grid (KYTC PSA and Central Office — Project Manager):

e Selection of the “Statewide Service” widget shall navigate the user to the “Statewide Services” grid.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific Consultant firm record.
o User shall be able to filter the gird based on the “Status” of the Statewide Service:

= All
= Active
®* |nactive
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Statewide Services

+ Add Service

Status:

All ¥

Show| 10 ¥ | entries Search:

10/13/2009 Tunnel Management & Operations Maintenance  Tina Swansegar Other Active # Edit

10/13/2009 Tunnel Management & Operations Maintenance  Tina Swansegar Other Active # Edit

£/9/2016 ntelligent Transportation Systems - Maintenance  Tina Swansegar Other Active # Edit
TRIMARC

£/9/2016 Bridge Load Ratings Maintenance  Evan Dick Other Active # Edit

8/9/2016 ntelligent Transportation Systems - Maintenance  Tina Swansegar Other Active # Edit
TRIMARC

8/9/2016 Bridge Load Ratings Maintenance  Evan Dick Other Active & Edit

9M12/2017 Scour Assessment & Cross Section Maintenance  Enn VanZee Other Active # Edit
Services

92207 Scour Assessment & Cross Section Maintenance  Enn WanZee Other Active # Edit
Services

12122017 Preventative Maintenance Repairs Maintenance  Evan Dick Other Active # Edit

12/12/2017 Preventative Maintenance Repairs Maintenance  Evan Dick Other Active # Edit

Showing 1 to 10 of 131 entries Previous n 203 4 5w T4 Next

10.3 Add Statewide Service
Add Statewide Service (KYTC PSA):

e Selection of the “Add Service” option within the Statewide Services screen shall navigate the user to
the “Add Statewide Service” screen.
e User shall be able to enter the following:
o Statewide Service Name
o User Division
o Project Manager (KYTC)
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o Category
= Regular Statewide
= QOther Services
o FeeType
= Upset Limit
=  Lump Sum
= Specific Rate of Compensation
= Cost Plus Fixed Fee
o Firms (Number value indicates the number of Contracts that will be created for that Service)
o Advertisement Date
e Selection of the “Save” option shall save the Statewide Service to the PS application.
o The newly created Statewide Service shall be displayed within the “Statewide Service” grid.
o The Statewide Contracts that are created with the new Statewide Service shall display in the
“Contracts - Statewide Contracts” grid within the Dashboard.
e Selection of the “Cancel” option shall NOT save the Statewide Service to the PS application.
e When a new Statewide Service is created, the system will auto-create an Advertisement / RFP
document template.
o This document will serve as the template for all subsequent Advertisments / RFP documents
for that that Statewide Service.
e If the Statewide Service is created with an “Advertisement Date” value that is within 90 days or less
of the date created, the system will also create an Advertisement document.

Statewide Service

Statewide Service Type

User Division Project Manager
Select.. v
Category Fee Type
Select.. v Select.. v
Master Agreement Upset Limit Letter Agreement Upset Limit
$ o $ o
Firms

0

Advertisement Date

Select.. v

10.4 View / Edit Statewide Service
View / Edit Statewide Service (KYTC PSA and Central Office — Project Manager):

Page 91 of 184



Professional Services Release 3 October 26, 2020
User Guide

e Selection of the “Edit” option within “Statewide Services” grid shall navigate the user to the

Statewide Service screen.

o A Central Office — Project Manager shall only be able to view the Statewide Services they are
assigned as the Project Manager.

o The assigned Central Office — Project Manager shall NOT be able to edit the Statewide
Service.

o The assigned Central Office — Project Manager shall be able to view / edit / regenerate the
“Advertisement” document for that Statewide Service.

e The KYTC PSA user shall be able to edit the Statewide Service as needed.

o Selection of the “Save” option shall save the edits made to the Statewide Service to the PS
application.

o Selection of the “Cancel” option shall NOT save the edits made to the Statewide Service to
the PS application.

Statewide Service

Statewide Service Type

Tunnel Management & Operations

User Division Project Manager
Maintenance v Tina Swansegar
Category Fee Type
Other Services v Upset Limit v
Master Agreement Upset Limit Letter Agreement Upset Limit
$ 9,000,000 $ 9,000,000
Firms

Acvertisement Date

10/13/2009 v

@ Documents

10.5 Deactivate Statewide Service
Deactivate Statewide Service (KYTC PSA):

e The KYTC PSA user shall be able to see a “Deactivate” option within the Statewide Service screen.
e Selection of the “Deactivate” option shall display a “Are you sure? — This will Deactivate this
Statewide Service!” pop-up window.
o Selection of “Yes” option shall deactivate the Statewide Service.
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o Selection of “Cancel” option shall NOT deactivate the Statewide Service.

1

Are you sure?

10.6 Statewide Service — Documents Tab
Statewide Service - Documents Tab (KYTC PSA and Central Office — Project Manager):

e The “Documents” tab contains applicable documents for that Statewide Service.

e When a new Statewide Service is created, the system will auto-create an Advertisement / RFP
document template.

o This document will serve as the template for all subsequent Advertisments / RFP documents
for that that Statewide Service.

e |[f the Statewide Service is created with an “Advertisement Date” value that is within 90 days or less
of the date created, the system will also create an Advertisement document.

e The Document tab within the Statewide Service screen shall contain the Advertisement / RFP
document template and, if applicable, the Advertisement document for that Statewide Service.

10.6.1 Edit Document
Edit Document (KYTC PSA and Central Office — Project Manager):

e Selection of the “Edit” option next to a document within the “Documents” tab shall open the
document within the SharePoint application.
e Document updates made shall be saved within SharePoint.
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@ Documents

Modified
Name Date Meodified By Content Type
StatewideTestingStageTemplate.docx 8/13/2019 Bresette, Stacey A StatewideServiceAdvertisementTemplate  Edit
(KYTC)
2020-05D_Statewide Testing Stage .docx  8/13/2019 Bresstte, Stacey A StatewideAdvertisement Edit E
KYTC)

10.6.2 Regenerate Statewide Service Advertisement Document Template
Regenerate Statewide Service Advertisement Document Template (KYTC PSA and Central Office —

Project Manager):

e If changes are made to the base Statewide Service, the user may select the “Regenerate” option
next to update the Advertisement / RFP document template for that Statewide Service.
o Selection of the “Regenerate” option shall display the “Are you sure? — This will Regenerate the
Advertisement for this Statewide Service!” pop-up window.
o Selection of the “Yes” option shall regenerate the Advertisement / RFP document template

for that Statewide Service.
= All subsequent Advertisement / RFP documents created by the PS application shall

reflect the new template.
o Selection of the “Cancel” option shall NOT regenerate the Advertisement / RFP document

template for that Statewide Service.

@ Document
Modified
Name Date Modified By Content Type
StatewideTestingStageTemplate.docx 8/13/2019 Bresette, Stacey A StatewideServiceAdvertisementTemplate  Edit
(KYTC)
2020-05D_Statewnde Testing Stage docx  8/13/2019 Bresette, Stacey A StatewideAdvertisement Ednt
(KYTC)
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Are you sure?

Thiz will Regenerate the Advertisamant for this Statewide

Service!

11 Statewide Service Contract Screens

Statewide Contract details are viewed by selecting the desired contract within the “Statewide Contracts”
grid. Each individual Statewide Contract screen shall display the following:

Statewide Contract details
Milestone Progress Bar
Schedule

Modifications tab
Documents tab

Selection Committee tab
Comments tab

F AANARNARAER

11.1 View / Edit Statewide Contracts
View / Edit Statewide Contracts:

e Al KYTC users (PSA, Central — Project Manager, District - Branch Manager, District — Project
Manager, Location Engineer, User Division Director and Read Only roles) shall be able to view all
Statewide Contracts.

e Only the KYTC — PSA role shall be able to edit a Statewide Contract.

e Statewide Contract fields shall be locked after the Prime Consultant has been selected for the
contract.
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e Master Agreement Upset Limit and Letter Agreement Upset Limit fields shall NOT be editable after
the “Notice to Proceed” Schedule Event is completed.

e Upon selection of the “Save” option, the edits made to the Statewide Contract shall be saved to the
PS application.

e Upon selection of the “Cancel” option, edits made to the Statewide Contract shall NOT be saved to
the PS application.

ADVERTISEMENT RESPOMSE DATE FIRST SELECTION ~ PRE-DESIGN NOTICETO
POSTED MEETING CONFERENCE PROCEED

Statewide Contract
Pavement Rehabilitation Services Contract Status - Open

Consultant Firm: HMB Professional Engineers, Inc.

Advertisement Approval

Agreement Number: PONZ
2018-10-5 1900002086
User Division Project Manager Region
Highway Design v Jay Clifton
Master Agreement Upset Limit Letter Agresment Upset Limit Fee Type
$ 4,000,000 $ 0 Upset Limit v

eMARS End Date

6/30/2020

@ Modifications

@ Documents

@ selection Committee View All

@ Comments

11.2 Deactivate Statewide Contract
Deactivate Statewide Contract (KYTC — PSA):

e The KYTC —PSA role shall be able to see a “Deactivate” option within the Statewide Contract screen.
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e Selection of the “Deactivate” option shall display the “Are you sure? — This will remove this

Contract!” pop-up window.
o Upon selection of the “Save” option, the Statewide Contract shall be removed from the PS

application.
o Upon selection of the “Cancel” option, Statewide Contract shall NOT be removed from the

PS application.

11.3 Statewide Contract - Milestone Progress Bar
Statewide Contract - Milestone Progress Bar:

The Milestone Progress Bar displays along the top of the Statewide Services Contract screen. The
Milestones depicts when key contract events are completed (e.g. Response Date, Fee Proposal, Notice

to Proceed, etc.)

ADVERTISEMENT RESPOMSE DATE FIRST SELECTION  PRE-DESIGN FEE PROPOSAL  DEPARTMENT CONTRACT NOTICETO
POSTED MEETING COMFERENCE ESTIMATE NEGOTIATIONS PROCEED
RECEIVED

11.4 Statewide Contract - Schedule
Schedule:

The Schedule displays along the right side of the Statewide Contract screen. Selection of the “Schedule
tab” shall display the Schedule fly-out.

The Schedule displays the Event Dates for each contract based on offset work days or the number of
days expected to complete a given contract event. For example, once the “Response Date” event is
completed, the “First Selection” event should be completed within 6 days after, etc.
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The Schedule also displays the “Completed Date” for each event and the “Difference”, or the days ahead
of or behind the scheduled event due date.

05/04/219

08/26/219

10/02/2019

10M18/2019

10/25/2019

11/26/2019

11/26/2019

12/24/2019

1213172019

01/16/2020

01/16/2020

01/16/2020

01/16/2020

01/16/2020

01/23/2020

+ AdHoc Event

11.5 Statewide Contracts — Modifications Tab
Modifications Tab:

The Modifications Tab displays a grid of all the Contract Modifications for a given Statewide contract.
Users may also request a Contract Modification from this tab or view details of an existing Modification.

@ Modifications
Mod # Comment Status Motice to Proceed Date  Upset Limit
oA/ Original Agreement 117/2017 $200,000
1 Contract Mod Notice to Proceed  4/17/2019 $200,000 Details

Total: $400,000

=+ Request Modification

Page 98 of 184



Professional Services Release 3 October 26, 2020
User Guide

11.6 Statewide Contract — Documents Tab
Documents Tab:

The Documents Tab displays applicable documents for each Statewide Contract (e.g. Advertisement /
RFP, Contract, Notice to Proceed, etc.). Users may upload, edit and delete documents based on their
user role.

11.7 Statewide Contracts — Selection Committee
Selection Committee:

The Selection Committee Tab displays the following:

e Selection Committee Pool members
o 1 Governor’s Pool member (non-KYTC)
o 2 Secretary’s Pool members (Professional Engineers)
o 2 User Division Pool members (normally KYTC Project Managers)
o KYTC Project Manager
e Prime Consultant Firm Name
e Consultant Project Manager

@ Selection Committes Wiew All

Project Manager: User Division Member 1: User Division Membsr 2: Secretary Pool Member 1:
Jay Clifton Eric Monheollon William Terry Jill Azher
Secretany Pool Member 2: Governor Pool Member:
Travis Thompson Joe Walker
Erime Consultant Consultant Project
Mansger:

Blusgrass Valuation Group,

- William Berkley

11.8 Statewide Contracts — Comments Tab
Comments Tab:

The Comments Tab allows users to add Comments or reminders related to the Statewide Contract.
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@ Comments

8/27/2019 10:12:17 AM-KYTC\jason.landes Add Com t

Please review the updated Contract Document

12 Advertisement Approval — Statewide Services

The monthly Procurement Bulletin will contain one or many Advertisements / RFPs containing both
Project Specific and Statewide projects. Each individual Advertisement is reviewed and approved by
KYTC before being packaged into the monthly Bulletin. Once packaged, the Bulletin is posted to the
Professional Services website (indicated by a Bulletin ID).

Prior to Bulletin posting, a Statewide Services Advertisement requires a series of KYTC approvals. Each
approval step shall be initiated within the PS application. KYTC users are notified of pending approval
requests via email notifications. Each email notification contains information related to the
Advertisement and links that navigate the user to the appropriate Advertisement Approval page based
on their user role.

In most instances, a KYTC Central Office Project Manager will initiate the internal KYTC Advertisement
approval process. However, there will be instances that the KYTC PSA or PS Director roles will need to
create an Advertisement and expedite its approval to include as part of the monthly Procurement
Bulletin.

The KYTC Statewide Advertisement approval process contains the following steps (i.e. Happy Path):

e KYTC Project Manager selects the “Advertisement Approval” option within the Statewide
Contract screen that navigates them to the “Advertisement Approval” screen.

o KYTC Project Manager initiates the approval process by selecting the “Send
Advertisement for Approval” fly-out option within the “Advertisement Approval”
screen.

= PSsystem sends an email approval request to the KYTC User Division Director
(UDD) for that contract.
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Advertisement Approval

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

Approval request has not yet been sent to User Division
Director

B Send Advertisement for Approval
A\ Assodate with Another Bulletin
D History

€ Back

Eridge Tunnel Management 8/28/2019 Created By System $100000

020-03-

7 Eridge Tunnel Management 8/28/2019 Created By System $100000

e Upon receipt of the email approval request, the KYTC User Division Director (UDD) selects a link
that navigates them to the appropriate “Advertisement Approval” screen.
o KYTC User Division Director (UDD) may make update minor updates / modifications to
the Advertisement document prior to approving.
o KYTC User Division Director (UDD) selects the “Approve Advertisement” fly-out option
within the “Advertisement Approval” screen.
o PSsystem sends an email approval request to the KYTC Professional Services Director.

Advertisement Approval

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

o—

ADVERTISEMENT
CREATED : : b B Approve Advertisement with Changes

User Division Director approval has not yet been submitted.

B Approve Advertisement

A\ Assodiate with Another Bulletin

D History

8/28/2019 KYTC\jason.landes 5100000

€ Back

2020-03-7 Bridge Tunnel Management §/28/2019 KYTC\jason.landes 5100000

e Upon receipt of the email approval request, the KYTC Professional Services Director selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC Professional Services Director may make update minor updates / modifications to

the Advertisement document prior to approving.

o) KYTC Professional Services Director selects the “Director Approval” option
within the within the “Bulletin Grid” screen and then the “Approve Selected”
option.

o PSsystem sends an email approval request to the KYTC State Highway Engineer (SHE)

and KYTC Secretary offices.
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Bulletins / Bulletin Project Gnd

Bulletin Project Grid

Bulletin IC: 2020-03 (Septembaer)
Adwvertising Date: 9710/2019

2020-03-6 Bridge Tunnel Professional Senices Finalizes Br2gf2019 100000 View Advertisement
Managemant Advertisement KYTO jasonlandes

A Dedine Selected | M Assodate with Another Bulletin | B Approve Selected

e Upon receipt of the email approval request, the KYTC State Highway Engineer (SHE) selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC State Highway Engineer (SHE) may make update minor updates / modifications to
the Advertisement document prior to approving.

o KYTC State Highway Engineer (SHE) selects the “SHE Approval” option within the within
the “Bulletin Grid” screen and then the “Approve Selected” option.

o PSsystem sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “Secretary” approval step.

Bulletin Project Grid

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

Project Approximate SHE Secretary
Agreement®  Description Approval Status Status Date Fee Approval  Approval
4 2020-03-6 8ridge Tunnel State Highway Engineer 8/28/2019 100000 View Advertisement
Management Office Approva KYTQ\jason.landes A

A Dedine Selected | A Associate with Another Bulletin | B Approve Selected

e Upon receipt of the email approval request, the KYTC Secretary selects a link that navigates
them to the “Bulletin Grid” screen.

o KYTC Secretary may make update minor updates / modifications to the Advertisement
document prior to approving.

o KYTC Secretary selects the “Secretary Approval” option within the within the “Bulletin
Grid” screen and then the “Approve Selected” option.

o PS system sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “SHE” approval step.
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Bulletin Project Grid

Bulletin ID: 202003 (September)
Advertising Date: 9/10/2019

Project
Agreement®  Description Approval Status Status Date
]
2020-03-6 Bridge Tunnel Secretary 8/28/2019 100000 v View Advertisement
Management Approval KYTC\jason.landes Edit Advertisement

A Dedine Selected | A Assocate with Another Bulletin | B Approve Selected

e Upon approval from both the KYTC SHE and Secretary Offices, the KYTC Professional Services
group will package all of the approved Advertisements for that month into the Bulletin.
o KYTC Professional Services group will post the Procurement Bulletin to the Professional Services

website on the Advertisement Date.

Bulletin Project Grid

Bulletin 10 2020-03 (September)
Advertising Date: 910/2019

Project Approximate SHE Secretary

Agreement? Description Approval Status Status Date Fee Approval  Approwval
2020-03-6 Bri:l(je Tunned Awaiting Approva 8zezie 100000 ' W Wiew Advertisement
Management For Bulletin KNTOyasonlandes Eefit Achvertisemnant

13 Create Statewide Contract Document

Once the KYTC Selection Committee has selected Prime Consultant for a Statewide Contract, the Primary
Consultant shall be able to view the contract within the Contracts grid on the Dashboard. Upon selection
of the Statewide Contract within the grid, the user shall be navigated to the Statewide Contract screen.

The Prime Consultant Project Manager shall be able to upload their “Scoping Meeting Minutes”
document via the “+ Upload” option within the “Documents” tab.
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@ Documents

+ Upload ~

Document

Scoping Meeting Minutes

Upon upload of the “Scoping Meeting Minutes” document, the Primary Consultant Project Manager
shall be able to generate the Statewide Contract document via the “+ Create” option within the

“Documents” tab.

@ Documents

+Create ~ | 4 Upload ~

chuck nomis.PNG  8/28/2019 KNTC SPTest1 ScopingMestingMinutes  Edit u
(KNTC)

@ Documents

Modified Modified
Name Date By Content Type

StatewideContract-2020-04-16.docx  8/28/2019  Landes, StatewideContract Edit n
Jason

(KNTC)

chuck norris.PNG 8/28/20159  KNTC ScopingMeetingMinutes  Edlit u
SPTest1
(KNTC)

14 Statewide Contract Document Approval

This release of the Professional Services application will feature a manual Statewide Contract document
Approval process that will occur mostly outside of the application. Please note that a future release of
the Professional Services application will feature a more automated Statewide document approval

process with an application interface, email notifications, etc.
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14.1 Approve Draft Statewide Contract Document
Statewide Contract Document Approval — Approve Draft Contract (Primary Consultant PM and

Internal KYTC):

Upon creation of the draft Statewide Contract document, the Primary Consultant Project Manager
will notify the Professional Services group that the Contract document is ready for review.
The KYTC Professional Service Admin reviews and approves the draft Statewide Contract document
and sends email approval requests to the following:

o Primary Consultant Project Manager

o KYTC Assistant State Highway Engineer (ASHE)

o KYTC State Highway Engineer (SHE)

o KYTC Secretary
Primary Consultant Project Manager shall approve / approve with revisions / decline draft Statewide
Contract document.
KYTC ASHE shall approve / approve with revisions / decline draft Statewide Contract document.
KYTC SHE shall approve / approve with revisions / decline draft Statewide Contract document.
KYTC Secretary shall approve / approve with revisions / decline draft Statewide Contract document.
Once draft Statewide Contract document approvals are received, the KYTC Professional Services
Admin shall send an email notification to the Prime Consultant Project Manager and KYTC Project
Manager indicating that the Statewide Contract document is approved.

14.2 Create Draft Notice to Proceed Document
Statewide Contract Document Approval — Create Draft Notice to Proceed (KYTC Professional Services

Admin):

The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

The KYTC Professional Services Admin shall send an email notification to the KYTC Professional
Services Director to review the Notice to Proceed document.

@ Documents
Contract Modified Modified

Date By Content Type
Notice To Proceed
smcrmucwonwaveeved-04-16.docy 8§/28/2019  Landes, StatewideContract Edit u
Jason
(KYTC)
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14.3 Approve Draft Notice to Proceed Document
Statewide Contract Document Approval — Approve Notice to Proceed (KYTC Professional Services

Director):

e The KYTC Professional Services Director shall review / approve the Notice to Proceed draft
document.

e Upon approval of the Notice to Proceed document, the KYTC Professional Services Director shall
send an email notification to the Primary Consultant Project Manager, KYTC Project Manager, KYTC
Location Engineer and KYTC Professional Services Admin.

15 Statewide Contract Modifications

When the Primary Consultant or KYTC determines that a Statewide Contract requires a fee increase (or
decrease), a schedule adjustment or both, a Contract Modification shall be requested.

15.1 Statewide Contract Modification — Time Extension Only
A Statewide Contract Modification with Time Extension Only is requested when additional time is
required to complete the work.

15.1.1 Request Statewide Contract Modification — Time Extension Only
Request Statewide Contract Modification — Time Extension Only (Primary Consultant Project

Manager:

e The Primary Consultant Project Manager can begin the process of requesting a Statewide Contract
Modification by selecting the “+ Request Modification” option within the Statewide Contract’s
“Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

e Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”

pop-up window.

@ Modifications

Mod # Comment Status Motice to Proceed Date Upset Limit
0. Criginal Agreement 12/27/2019 %1,000,000
Total: $1,000,000
=+ Request Modification

e The useris required to enter the following fields:
o Time Extension Only
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= Toggle to “Yes” indicates a Time Extension Only Modification.
o Requested eMARS End Date
= The Calendar shall default to +12 months from the current date of request.
o Comments
e Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.

Request Statewide Modification =

Time Extension Only Current eMARS End Date @ Requested eMARS End Date @

No ®@Yeg 6/30/2020 08/28/2020

Current Upset Limit

$ 1000000

Comments

Time extension only request.

15.1.2 Statewide Contract Modification — Time Extension Only Screen
e Upon selection of the “Save” option, the user shall be navigated to the Statewide Contract
Modification — Time Extension Only screen.
e Each individual Statewide Contract Modification screen shall display the following:
o Statewide Contract Modification — Time Extension Only details
o Milestone Progress Bar
o Schedule
o Documents tab
e User may update the following fields as needed:
o Comments
o Requested eMARS End Date
o Consultant Project Manager
e Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.
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Tunnel Bidge / Statewide Contract Modification

F oY Fon Y ¥ o Y Fon Y
® ® ® ® ® ®
FEE PROPOSAL COMTRACT COMSULTANT E- PROJECT PROFESSIOMAL MOTICE TO
WRITTEN SIGNATURE MAMAGER/LE E- SERVICES PROCEED
SIGMNATURE DIRECTOR E-
SIGMNATURE

Statewide Contract Modification - 1
Tunnel Bridge
Consultant Firm: Strand Associates, Inc. ¢/o PEH

Agreement Number POMN2:

2020-04-16

Comments

Time Extension Only:

Current eMARS End Date: @ Requested eMARS End Date: Current Upset Limit:
6/30/2020 08,/28/2020 1,000,000

Prime Consultant: Consultant Project Managern:
Strand Associates, Inc, /o PEH Calvin Broadus v

& Documents
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08/28/2019

08/28/2019

09,/04/2019

09/05/2019

09/12/2019

09/12/2019

09/12/2019

08/11/2019

08/12,/2019

09/13,/2019

09/19/2019

09/19/2019

=+ AdHoc Event

15.1.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

October 26, 2020

e Once the requested Contract Modification has been approved, the draft Notice to Proceed

document shall be created.

e  The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the

“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services

Director requesting that they review the Notice to Proceed document.

@ Documents

+ Upload Document

Motice To Proceed
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@ Documents

=+ Upload Document

Modified By Content Type
MoticeToProceed-2020-04- 8/28/2019 Landes, Jason MoticeToProceed  Edit u
16.docx (KNTC)

15.1.4 Approve Draft Notice to Proceed Document
Approve Draft Notice to Proceed Document (PS Director):

The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.
Upon approval of the Notice to Proceed document, the Professional Services Director shall send an
email notification to the following:

o Primary Consultant Project Manager

o KYTC Project Manager

o KYTC Location Engineer

o Professional Services Admin

15.2 Statewide Contract Modification with Fee
A Statewide Contract Modification with Fee can be requested when a fee increase (or decrease) is
required. Additional time may also be requested in this type of Modification.

15.2.1 Request Statewide Contract Modification with Fee
Request Statewide Contract Modification with Fee (Primary Consultant Project Manager:

The Primary Consultant Project Manager can begin the process of requesting a Statewide Contract
Modification by selecting the “+ Request Modification” option within the Statewide Contract’s
“Modifications” tab.
o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.
Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”
pop-up window.
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@ Modifications

Mod Motice to Proceed Upset

# Comment Status Date Limit

OA&  Original Agreement 12/27/2019 £1,000,000

1 Time Extension Only: Tirme extension only Motice to 2195209 £25,000 m

request. Proceed

Total:
£1,025,000

=+ Request Modification

e The useris required to enter the following fields:
o Time Extension Only
= Toggle to “No” indicates a Modification with Fee.
= Note: A Modification with Fee may also include a Time Extension request.
o Requested eMARS End Date
= The Calendar shall default to +12 months from the current date of request.

o Requested Upset Limit Increase
= Value entered into this field shall increase / decrease the value in the “Total Upset
Limit” field.
o Comments
e Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.

Request Statewide Modification

Time Extension Only Current eMARS End Date @ Requested eMARS End Date @
®No es 6/30/2020 08/28/2020
Current Upset Limit Requested Upset Limit Increase Total Upset Limit

$ | 1,000,000 $ | 25000 $  1,025,000.00

Comments

Upset Limit Increase of $25,000. |

A

= 3

15.2.2 Statewide Contract Modification with Fee Screen
e Upon selection of the “Save” option, the user shall be navigated to the Statewide Contract
Modification with Fee screen.
e Each individual Statewide Contract Modification screen shall display the following:
o Statewide Contract Modification with Fee details
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o Milestone Progress Bar
o Schedule
o Documents tab
e User may update the following fields as needed:
o Comments
o Requested eMARS End Date
o Consultant Project Manager
o Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.

Tunnel Bridge / Statewide Contract Modification

) ) o) ) O
4 x 4 x 4 x
C oy oy e S
FEE PROPOSAL  CONTRACT  COMSULTANT E- PROJECT PROFESSIONAL  NOTICETO

WRITTEN SIGNATURE MAMNAGER/LE E- SERVICES PROCEED
SIGNATURE DIRECTOR E-
SIGNATURE
Statewide Contract Modification - 2
Tunnel Bridge
Consultant Firm: Strand Associates, Inc. ¢/o PEH
Agreement Number: PONZ:
2020-04-16
Comments
Time Extension Only: Requested Upset Limit increase of $25,000.
A
Current eMARS End Date: @ Requested eMARS End Date: (@ Current Upset Limit:
6,/30/2020 08/28/2020 1,025,000
Prime Consultant: Consultant Project Manager:
Strand Associates, Inc. /o PEH Calvin Broadus v

@ Documents
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08/28/2019

08/28/2019

09,/04/2019

09,/04/2019

09/12/2019

09/12/2019

09/12/2019

09/13/2019

09/12/2019

09/12/2019

09,/19/2019

=+ AdHoc Ew

15.2.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

09/20/2019

ent

October 26, 2020

e Once the requested Contract Modification has been approved by the KYTC Professional Services

group, the draft “Notice to Proceed” document shall be created.

e The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the

“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services

Director requesting that they review the Notice to Proceed document.

@ Documents

+ Upload Document

Motice To Proceed
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@ DCocuments

=+ Upload Document

Modified
Name Date Modified By Content Type
MNoticeToProceed-2020-04- 8/28/2019 Landes, Jason MoticeToProceed  Edit u
16.docx (KYTC)

15.2.4 Approve Draft Notice to Proceed Document
Approve Draft Notice to Proceed Document (PS Director):

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall send an
email notification to the Primary Consultant Project Manager, KYTC Project Manager, KYTC Location
Engineer and Professional Services Admin.

16 Create Project Specific Contract Widget

Professional Services is the Division responsible for the selection of Consultant engineering firms
contracted to provide design services for roadway and bridge projects (Project Specific contracts).
Contracts can include multiple Projects, but a Project cannot have more than one Contract.

The “Create Contract” widget shall enable authenticated users the ability to create a Project Specific

Contract.

The following roles shall have access to the “Create Contract” widget:

KYTC PSA

KYTC District Branch Manager
KYTC District Project Manager
KYTC Location Engineer

Select “Create Contract” widget:

o Selection of the “Create Contract” widget within the Dashboards hall navigate the user to the
“Create Contract” screen.
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User Division: Functional Class:

User Division v

Phase: Terrain Type:

Phase Types ¥

District: Urban Rural Area:

District v

[tem Mumbers: Froject Managern

Select v

Item Description:

Create Project Specific Contract:

October 26, 2020

e Selection of the “Create Contract” widget within the Dashboard shall navigate the user to the “Add
Project Specific Contract” screen.

e User shall be able to enter the following:

o

O O O O 0O 0 ©

User Division

Phase

District

Iltem Numbers (populates with 6YP data based on “District” value entry)
Item Description (populates with 6YP data based on “ltem Number” entry)
Functional Class (populates with 6YP data based on “Item Number” entry)
Terrain Type (populates with 6YP data based on “Iltem Number” entry)
Urban Rural Area (populates with 6YP data based on “ltem Number” entry)
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o Project Manager
e Selection of the “Save” option shall save the Project Specific Contract to the PS application.
o The newly created Project Specific Contract shall display in the “Contracts - Project Specific
Contracts” grid within the Dashboard.
e Selection of the “Close” option shall NOT save the Project Specific Contract to the PS application.

17 Project Specific Contracts

Project Specific Contract details can be viewed by selecting the desired contract within the “Project
Specific Contracts” grid. Each individual Project Specific Contract screen shall display the following:

e Project Specific Contract details
e Milestone Progress Bar

e Event Schedule

e Projects tab

e Modifications tab

e Documents tab

e Selection Committee tab

e Comments tab
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October 26, 2020

Fan £\ £\ £\ £\ £\ O
v v v v v v v v
C ot oy ot oy oy ot
ADVERTISEMENT RESPONSE DATE FIRST SELECTION  PRE-DESIGM  FEE PROPOSAL  DEPARTMENT CONTRACT NOTICE TO
POSTED MEETIMG COMFERENCE ESTIMATE NEGOTIATIONS PROCEED
RECEIVED

Project Specific Contract
3-8852 | WARREN | KY-884

Contract Type:

Project-Specific

Agreement Number:

2018-02-2

Approximate Fee:

$ 500,000

Primary project Number:

& Projects

@ Modifications

& Documents

@ Selection Committee

@ Comments

Milestone Progress Bar:

User Division:

Highway Design

Proposed Fee:

$ | 426,165

eMARS End Date:

12/7/2019

Contract Status - Open

POM2:

W 1800001005

Praject Manager:

v Wendy Southworth

Negotiated Fee:

The Milestone Progress Bar displays along the top of the Statewide Services Contract screen. The
Milestones depicts when key contract events are completed (e.g. Response Date, Fee Proposal, Notice

to Proceed, etc.)

Schedule:

The Schedule displays along the right side of the Statewide Contract screen. Selection of the “Schedule
tab” shall display the Schedule fly-out.

The Schedule displays the Event Dates for each contract based on offset work days or the number of
days expected to complete a given contract event. For example, once the “Response Date” event is
completed, the “First Selection” event should be completed within 6 days after, etc.

Page 117 of 184



Professional Services Release 3 October 26, 2020
User Guide

The Schedule also displays the “Completed Date” for each event and the “Difference” (or the days ahead
of or behind schedule, each event is).

S P o o
Schedule
Event Schedule Date  Completed Difference @
Date
AETEEEE SR 05/09/2017 05/09/2017 0
FETEIER AR 05/31/2017 05/31/2017 0
i Sz 2R sy 06/05/2017 06/05/2017 0
Final Selection 06/21/2017 06/21/2017 0
12 FEL T CEEEE 06/28/2017 06/26/2017 2
- TR 07/28/2017 07/11/2017 -1
!
Department Estimate Received 07/28/2017 07/13/2017 "
et Ma Contract Negotiations 08/25/2017 07/21/2017 14
Contract Written 09/01/2017 08/03/2017 i
indy Tu :
CTnEiET I e ST 09/19/2017 08/09/2017 -8
) Project Manager/LE e-Signature 09/19/2017 08/23/2017 2
|otiated )
CREEnTTE 09/19/2017 08/23/2017 2
389,79 .
SHE e-Signature 00/19/2017 08/23/2017 2
SEEEA) GEERE 09/19/2017 08/23/2017 2
Rubeivlbaesd 09/26/2017 08/28/2017 -2
Procurement Difference: -21 Days
Duration: 79
Days
® + Adroc Event -
De,

Modifications Tab:

The Modifications Tab displays a grid of all the Contract Modifications for a given Statewide contract.
Users may request a Contract Modification from this tab or view an existing Modification.

@ Modifications

Mod # Phase Comments Status eMARS End Date As Negotiated Fee
OA Preliminary Original Agreement 12/31/2020 $301,491
1 Preliminary US 31 W to KY 218 Connector 12/31/2020 $152,716

Total: $454,207

=+ Request Modification

Documents Tab:
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The Documents Tab displays applicable documents for each Statewide Contract (e.g. Advertisement /
RFP, Contract, Notice to Proceed, etc.). Users may upload, edit and delete documents based on their
user role.

@ Projects

@ Modifications View All

@ Documents

=+ Upload Document

Name Modified Date Modified By Content Type

Qk4 Oldham AsNegFee.pdf 7/29/2019 Admin, SharePoint Document Edit
PHEComparison-5-483.3.xlsx 7/29/2019 Admin, SharePcint Document Edit
5-483.30 Location Map.pdf 7/29/2019 Admin, SharePoint Document Edit
5-483.30 Location Map.jpg 7/29/2019 Admin, SharePoint Document Edit
2019-10 - Oldham 5-483.30 |-71.docx 7/29/2019 Admin, SharePcint Document Edit

SelectionLetters-2019-10-1.docx 7/29/2019 Admin, SharePoint Document Edit

SimilarNegotiatedProjects-05-00483.30.xlsx ~ 7/29/2019 Admin, SharePoint Document Edit

@ selection Committee View All

& Comments

Selection Committee:

The Selection Committee Tab displays the following:

e Selection Committee Pool members
o 1 Governor’s Pool member (non-KYTC)
o 2 Secretary’s Pool members (Professional Engineers)
o 2 User Division Pool members (normally KYTC Project Managers)
e KYTC Project Manager
e Prime Consultant Firm Name
e Consultant Project Manager

Comments Tab:

The Comments Tab allows users to add Comments or reminders related to the Statewide Contract.
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@ Comments

8/27/2019 10:12:17 AM-KYTC\jason.landes YT ——

Please review the updated Contract Document.

18 Attach Project Specific Contract to Bulletin

Prior to the creation of the Advertisement document, the KYTC user must first attach the Project Specific
Contract to the desired Bulletin Number.

Attach Project Specific Contract to Bulletin Number (KYTC District Project Manager and KYTC PSA):

e Selection of the “Attach to Bulletin” option under the “Agreement Number” field within the Project
Specific Contract page shall display a list of available Bulletin numbers.
o Only available Bulletin listings shall be displayed for selection.
o Upon selection of the desired Bulletin number the user shall select the “Attach” option to
“Agreement Number” field populated with the Bulletin Number (e.g. 2019-05 (Nov 2019)).
e Upon attachment of the Bulletin Number, the user shall see the option to create an Advertisement
document within the “Documents” tab.

Attach to Bulletin

2020-05 (Mov 2019)

@ Documents

+ Upload Document

ed Date Modified By Content Type

Advertisement

Page 120 of 184



Professional Services Release 3 October 26, 2020
User Guide

Detach Bulletin Number from a Project Specific Contract (KYTC District Project Manager and KYTC
PSA):

o Selection of the “Detach” option under the “Agreement Number” field within the Project Specific
Contract screen shall display the “Are you sure? — This will detach this Contract from the Bulletin”
pop-up window.

o Selection of the “Yes” option shall detach the Project Specific Contract from the Bulletin and
display the “Detached! — The Contract has been detached from the Bulletin” pop-up window.
e Detaching the Bulletin from the Contract will also remove the “Create Advertisement”
option within the “Documents” tab.
o Selection of “Cancel” option shall collapse the dialog box and the Contract shall remain attached
to the Bulletin.

Project Specific Contract

1-310.17 | |
Contract Type: Phase:

Project-Specific Final ¥
Agreement Mumber: User Division:

2020-05-4 Construction N

Page 121 of 184



Professional Services Release 3 October 26, 2020
User Guide

AT Tl A T | 1 e

1]

I Detached!

19 Create Advertisement (RFP)

Advertisements or Request for Proposals (RFP) is a document listing the following:

Project Description

Project Manager

Approximate Fee

Scope of Work

Available Studies
Prequalifications

Procurement Schedule

Project Schedule

Evaluation Factors

Selection Committee members

The Advertisement document is posted the second Tuesday of each month within the Bulletin on the
Professional Services website to solicit consultants for the advertised job.

The following functionality is completed and is ready for testing:

Create Advertisement (RFP)
Add / Edit Advertisement Prequalification Service Checklist
View / Edit / Delete Advertisement (RFP)

Create Advertisement:

Prior to creating an Advertisement, the Project Specific contract must be have an Agreement Number
that attaches the contract to a specific Bulletin posting date.

e An authenticated user can select the “Create - Advertisement” option under the Project Specific
Contract “Documents” tab to begin the creation of a new Advertisement.

e An authenticated user will see an “Add Advertisement” pop-up window that displays the
Prequalification checklist containing a list of available services that will be provided by either KYTC
or the Consultant.

Add / Edit Advertisement Prequalification Options:

Page 122 of 184



Professional Services Release 3 October 26, 2020
User Guide

e Upon selection of the “Create — Advertisement” option, the LE, PM or PSA will see an “Add
Advertisement” pop-up window that displays the Prequalification checklist containing a list of
available services that will be provided by either KYTC or the Consultant.

o The selected options are represented on the prequalification section of advertisement
template.

e An authenticated user can select the “Create” option to initiate the creation of a new Advertisement
document.

o User shall then see the Advertisement documents displayed in the “Documents — Grid”.

View / Edit / Delete Advertisement:

e An authenticated user can select the Advertisement document from the grid to open the document
(Word).
e An authenticated user can select the “Edit” option to edit the Advertisement document.
o User will be navigated to SharePoint site.
e An authenticated user can select the “Trash / Delete” option to delete the Advertisement
document.
o User shall see a dialog box — “Are you sure? — This will remove this Document!”
o User selection of “Confirm” shall delete the Advertisement from the “Documents — Grid”
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P e
Add Advertisement =
DBE
Aviation Provided By: ® KYTC © Consultant © N/A
Construction Engineering Services Provided By: ® KYTC © Consultant © N/A
Environmental & UST Services Provided By: ® KYTC © Consultant © N/A
Environmental Aquatic & Terrestrial Ecosystems Analysis Provided By: ® KYTC © Consultant © N/A
Environmental Archeology & Other Services Provided By: ® KYTC © Consultant © N/A
Geotechnical Services Provided By: ® KYTC Consultant N/A
Intelligent Transportation Systems Provided By: ® KYTC © Consultant © N/A
Maintenance / Bridge Maintenance Services Provided By: ® KYTC Consultant N/A
Right of Way Provided By: ® KYTC © Consultant © N/A
Roadway Design Provided By: ® KYTC © Consultant © NjA
Structure Design Provided By: @ KYTC Consultant N/A
Traffic Engineering Provided By: ® KYTC © Consultant © N/A
Transportation Delivery Systems Provided By: ® KYTC © Consultant © N/A
Transportation Planning Provided By: ® KYTC © Consultant © N/A
Utility Design Provided By: ® KYTC © Consultant © N/A

20 Advertisement / RFP Approval — Project Specific

The monthly Procurement Bulletin will contain one or many Advertisements / RFPs containing both
Project Specific and Statewide projects. Each individual Advertisement is reviewed and approved by
KYTC before being packaged into the monthly Bulletin. Once packaged, the Bulletin is posted to the
Professional Services website (indicated by a Bulletin ID).

Prior to Bulletin posting, a Project Specific Advertisement requires a series of KYTC approvals. Each
approval step shall be initiated within the PS application. KYTC users are notified of pending approval
requests via email notifications. Each email notification contains information related to the
Advertisement and links that navigate the user to the appropriate Advertisement Approval page based
on their user role.

In most instances, a KYTC District Project Manager will create a Project Specific Advertisement and
initiate the internal KYTC approval process. However, there will be instances that the KYTC PSA or PS
Director roles will need to create an Advertisement and expedite its approval to include as part of the
monthly Procurement Bulletin.

The KYTC Project Specific Advertisement approval process contains the following steps (i.e. Happy Path):
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e  KYTC Project Manager creates the draft Advertisement document within the Project Specific
Contract’s “Documents” tab.

o KYTC Project Manager selects the “Advertisement Approval” option next to the
Advertisement document within the “Documents” tab that navigates them to the
“Advertisement Approval” screen.

o KYTC Project Manager initiates the approval process by selecting the “Send
Advertisement for Approval” fly-out option within the “Advertisement Approval”
screen.

= PSsystem sends an email approval request to the KYTC Location Engineer (LE)
for that contract.

Advertisement Approval

Bulletin |D: 2020-05 (November) B Send Advertisement for Approval
Advertising Date: 11/12/2019

A Associate with Another Bulletin

{>) D History
0, {) {) % x
# Back

Agreement # Project Description ‘Status Date Approximate Fee

1213402 | Johnson | K¥-172 8/11/2015 Created By System $450,000

Are you sure that you want to initiate s
the approval process for this
advertisement?

Comment:

4

;

e Upon receipt of the email approval request, the KYTC Location Engineer (LE) selects a link that
navigates them to the appropriate “Advertisement Approval” screen.

o KYTC Location Engineer may make update minor updates / modifications to the
Advertisement document prior to approving.

o KYTC Location Engineer selects the “Approve Advertisement” fly-out option within the
“Advertisement Approval” screen.

o PSsystem sends an email approval request to the KYTC Location Engineer for that
contract.
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Advertisement Approval

Bulletin ID: 2020-05 (November)
Advertising Date: 11/12/2019

B Approve Advertisement with Changes.

D History

@— G ) Fen - A Associzte with Another Bulletin
L N

% Back

Agreement § Project Description

12-134.02 | Johnson | KY-172

e Upon receipt of the email approval request, the KYTC User Division Director (UDD) selects a link
that navigates them to the appropriate “Advertisement Approval” screen.
o KYTC User Division Director (UDD) may make update minor updates / modifications to
the Advertisement document prior to approving.
o KYTC User Division Director (UDD) selects the “Approve Advertisement” fly-out option
within the “Advertisement Approval” screen.
o PSsystem sends an email approval request to the KYTC Professional Services Director.

Advertisement Approval

User Division Director approval b

Sulletin I0: 2020-05 (November) B Approve Advertisement
Advertising Date: 11/12/2019

B Approve Advertisement with Changes

~ ~ & Assoriate with Another Bulletin
© & © & 0
. D History

CREATED APPROVAL Py

Agreement # Project Description ‘Status Date Approximate Fee

12-124.02 | Johnson | K¥-172 8/27/2018 KYTC\jasonlandes $450,000

e Upon receipt of the email approval request, the KYTC Professional Services Director selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC Professional Services Director may make update minor updates / modifications to

the Advertisement document prior to approving.

o KYTC Professional Services Director selects the “Director Approval” option
within the within the “Bulletin Grid” screen and then the “Approve Selected”
option.

o PSsystem sends an email approval request to the KYTC State Highway Engineer (SHE)

and KYTC Secretary offices.
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Bulleting / Bulletin Project Grd

Bulletin Project Grid

Bulletin ID: 2020-05 (November)
Advertising Date: 11/12/2019

2020-05-1 12-134.02 | Professional 8/27/2019 £450,000 J
JOHMNSON | Services EYTOyjason landes
Ky-172 | Finalizes

Scoping Study  Adwertisement

A Dedine Selected | A\ Associate with Another Bulletin B Approve Selected

e Upon receipt of the email approval request, the KYTC State Highway Engineer (SHE) selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC State Highway Engineer (SHE) may make update minor updates / modifications to
the Advertisement document prior to approving.

o KYTC State Highway Engineer (SHE) selects the “SHE Approval” option within the within
the “Bulletin Grid” screen and then the “Approve Selected” option.

o PSsystem sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “Secretary” approval step.

Budleting f Bulletin P[(-J.-)-(r Grd

Bulletin Project Grid

Bulletin 1D: 2020-05 (November)
Advertising Date: 1171272018

Final
Approximate  SHE Secretary  Bulletin
Fee Approval Approval Approval
202044-1 2-T9 | UMION | Secretary 8/28/2019 $0 ~ J View Advertisement
US-60 | Right of Appraval K¥TC\jasonlandes Edit Advartisamant
Way

a Decine Selected L Assocate with Another Bulletin =] Approve Selected

e Upon receipt of the email approval request, the KYTC Secretary selects a link that navigates

them to the “Bulletin Grid” screen.
o KYTC Secretary may make update minor updates / modifications to the Advertisement

document prior to approving.
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o KYTC Secretary selects the “Secretary Approval” option within the within the “Bulletin

Grid” screen and then the “Approve Selected” option.
o PS system sends an approval email to the KYTC Professional Services Director.
= Note: This step may be concurrent with the “SHE” approval step.

Bulleting / Bulletin Project Grid

Bulletin Project Grid

Bulletin ID: 202005 (November)
Advertising Date: 11/12/2019

Approximate SHE

Fee
2020441 2-T9 | UNICN | Awaiting 8/28/20M9 50 ~ L J View A se
US-60 | Right of Approval For KYTC\jason.landes ENE Acvertisement
Way Bulletin

Dechine Selected Assocate with Another Bullietin B Approve Selected
Apg

e Upon approval from both the KYTC SHE and Secretary Offices, the KYTC Professional Services
group will package all of the approved Advertisements for that month into the Bulletin.
e KYTC Professional Services group will post the Procurement Bulletin to the Professional Services

website on the Advertisement Date.

Bulletins [/ Bulletin Progect Gnd

Bulletin Project Grid

Bulietin 10x 2020-05C (August)
Acvertmng Date: 8152018

2020051 2-859 | CHRISTIAN | Ready For  §/&2009 $500,000 L L L Vitsw Adveertisement
W5-43 | Preliminary Sulletin K¥TC gty hill Eail Advertsement

A& Decline Selected A Assodate with Another Bulletin B Package Bulletin For Posting
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21 Estimates — Project Specific Contracts

Once the Selection Committee selects the Primary Consultant for a Project Specific Contract and a
Scoping Meeting is held, the Estimates process may begin.

The PS Estimates interface provides a central location to collect Production Hour Estimates. This allows
for the submission of consistent person-hour estimates, which will provide easier reporting and analysis
of historical negotiated project costs and compare projects of similar scope.

The PS Estimates workflow for Project Specific Contract includes the following steps:

e  Submit Agreed Units

e Agreed Units Approval

e Consultant Estimates

e  Submit KYTC Estimates

e KYTC Estimates Approval

o Offer Negotiated Amounts
o Accept Negotiated Amounts

To navigate to the desired Estimates worksheet:
e User opens the Project Specific Contract from the Dashboard.
e User selects the “Estimate” option within the “Projects” tab.
e User navigates to “Estimates” screen.
e User selects “Estimate Worksheet” type.
e Selected Estimate Worksheet displays (e.g. Highway Design, Right of Way, etc.).

@ Projects
T

21.1 Estimates —Submit Agreed Units
The first step in the Estimates process is for the Primary Consultant Project Manager to enter and
submit “Agreed Units” in the Estimates worksheet.

Please note: The PSA can also enter and submit Agreed Units on behalf of the Consultant. In addition,
the Project Manager (Central Office), Project Manager (District) and Location Engineer can enter in

Agreed Units, but are unable to submit them.

Agreed Units Submission:

e The Consultant user enters the “Crew” value for each line item under “Agreed Units”.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
o The Consultant user can select the appropriate “Unit Type” if it is different from the pre-
populated value.
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e The Consultant user can enter the "Amount" for appropriate line items.
e The Consultant user can add “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”
o The Consultant user is unable edit the “No” field.
e The Consultant user selection of the fly-out on the right side of the page shall expand to display
the following options:
o Save Without Submitting
= An authenticated user can select the “Save without submitting” option to save
the current estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted.
Please remember to submit these values once finished.”
o Submit Units for Approval
= An authenticated user can select the “Submit Units for Approval” option to
submit the agreed units for approval.
= User should see a confirmation box - "Are you sure that you wish to submit
Agreed Units? “
=  Upon submittal, the KYTC Project Manager shall receive an email notification.
o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.

o Back
= An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH

© © ®

Agreed Units ’

Survey

O]
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Are you sure that you wish to
submit agreed units?

21.2 Estimates —Agreed Units Approval

The next step in the Estimates process is for KYTC to approve the submitted Agreed Units. Typically, this
step is completed by the KYTC District Project Manager, but can also be completed by the KYTC District
Branch Manager or the KYTC Location Engineer.

Agreed Units Approval:

The KYTC user opens the Estimates Worksheet to begin “Agreed Units Approval”.
The KYTC user can edit the “Crew” value for each line item.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
The KYTC user can edit the appropriate “Unit Type” if it is different from the pre-populated
value.
The KYTC user can edit the "Amount" for appropriate line items.
The KYTC user can edit “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”.
o The KYTC user is unable to edit the “No” field.
Upon edit of any field, a dialog box will display — “You are about to change previously submitted
agreed unit valued. Once Saved, old values will be overwritten.”
The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Approve Agreed Units
= The KYTC user can select the “Approve Agreed Units” option.
= The KYTC user should see a confirmation box - "Are you sure you want to
approve the Agreed Units? Once approved, the list of "ltems", "Unit Types" and
"Amounts" may not be changed"
=  The KYTC user cannot make updates to "ltem", "Crew", "Unit Type" and
"Amount" after "Agreed Units" Approval.
e Only users on the "Estimates Overrides" exception list will be allowed to
update these values after approval
= After “Agreed Units” are approved, the KYTC user can see that all items where:
e “Amount” = 0 should be hidden
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e Sub-Categories with no items are hidden
e All Categories with no sub-categories are hidden
= Upon approval of “Agreed Units” values, the Primary Consultant Project
Manager shall receive an email notification.
o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
e The KYTC user should see a confirmation box — “Value will be saved but
not submitted. Please remember to submit these values once finished.”
o History
=  The KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.

o Back
The KYTC user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH
O ® ® o

——

Survey

Are you sure you want to approve
the Agreed Units? Once approved
the list of items, unit types, and
amounts may not be changed.

21.3 Estimates — Consultant Estimates

The next step in the contract negotiation process is for the Primary Consultant Project Manager to enter
estimates for "Hrs. /Unit" values.
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Enter Consultant Estimates:

e The Consultant user can see the “Agreed Units” and “Consultant Estimates” columns.
e The Consultant user can enter Consultant Estimate "Hrs. /Unit" values for each row.
e The Consultant user can expand the fly-out on the right side of the page to see the following
options:
o Save Without Submitting
= The Consultant user can select the "Submit Consultant Estimates" option.
= The Consultant user should see a confirmation box - "Are you sure you want to
submit the Consultant Estimates? Once submitted, the Consultant Estimates may
not be updated".
o Submit Consultant Estimates
= The Consultant user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
=  The Consultant user should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
=  Upon submittal of “Consultant Estimates” values, they KYTC Project Manager, KYTC
Location Engineer and KYTC PSA shall receive email notifications.
o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH

Consultant Totals: 0.00
KYTC Totals: 0.00

Agreed Units Consultant KYTC
No. ltem Crew  Unit Type Amount  Hrs/Unit Total  Hrs/Unit Total
Survey
Reconnaissance
1 Control - (existing) 3 ] woo0 0.00 000 000

Utilities
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Are you sure you want to submit
the consultant estimates? Once
submitted, the consultant
estimates may not be updated.

21.4 Estimates —Submit KYTC Estimates
This step allow the KYTC Project Manager to enter / submit Estimates for "Hrs. /Unit" values.

Note: If the Consultant Estimate is under 500 hours, the DBM / PM, LE or PSA shall immediately see a
dialog box upon entry of the Estimates screen — “The consultant firm has submitted as estimate totaling
less than 500 hours. Would you like to copy those values to your KYTC estimate? You will have the
chance to edit these values before submission.”

Submit KYTC Estimates:
e The KYTC user can view the “Agreed Units” and “KYTC Estimates” columns.
e The KYTC user can enter KYTC Estimates "Hrs. /Unit" values for each row.
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted. Please
remember to submit these values once finished.”
o Submit KYTC Estimates
= The KYTC user can select the “Submit KYTC Estimates” option to submit the
worksheet for approval.
= The KYTC user shall see a dialog box — “Are you sure you want to submit the KYTC
estimates?”
= Upon submittal of “KYTC Estimates” values, the KYTC Location Engineer shall receive
an email notification.
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
=  The KYTC PSA should see a confirmation box — “All approvals for this worksheet will
be reset. Do you wish to proceed?”
=  The KYTC PSA selection of this option shall reset the Estimate Worksheet to the
“Agreed Units Submission” step.
o History
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= The KYTC user can select “History” from fly-out to view a timestamp of submission
including the user name.

o Back
=  An authenticated KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH B 5 Without Submitting
ateWokshest | o . B Submt KYTC Estimates

A Totl Estinate Override

@ @ @ @ Estimate Totats
s scEsE D History
€ Rack
Consultant Totals: 2.030,000.00
KYTC Totals: - 2030000.60
Agreed Units Consultant KYTC
Mo ltem Crew  UnitType Amount  Hes/Unit  Total Hrs/Unit Total

Survey

Reconmaissancs

Are you sure you want to submit
the KYTC estimates?

21.5 Estimates —KYTC Estimates Approval
The KYTC Location Engineer can approve KYTC Estimates for "Hrs. /Unit" values to progress the
Estimates process.

Approve KYTC Estimates:
e The KYTC Location Engineer can see the “Agreed Units”, “Consultant” and “KYTC” columns.
e The KYTC Location Engineer enters KYTC Estimates Approval "Hrs. /Unit" values for each row.
o Upon value edit, a confirmation box will open — “You are about to change previously
submitted KYTC estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC Location Engineer selection of “Confirm” option shall take user back to the KYTC
Estimate Submission.
e The KYTC Location Engineer can expand the fly-out on the right side of the page to see the following
options:
o Approve KYTC Estimates
= The KYTC Location Engineer can select the “Approve KYTC Estimates” option to
submit the worksheet for approval.
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= User shall see a dialog box — “Are you sure you want to approve KYTC estimates?”
=  Upon approval of the “KYTC Estimates” values, the Primary Consultant Project
Manager and KYTC Project Manager shall email notifications.
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.

o History

= Anauthenticated KYTC user can select “History” from fly-out to view a timestamp of

submission including the user name.

o Back

=  An authenticated KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH

© © O ©
- Agreed Units Consultant KYTC

Survey
Reconnaissance

Control - (existing 3 rloweo0 1 00 5000000

Are you sure you want to approve
KYTC estimates?

21.6 Estimates — Offer Negotiated Amounts
Once KYTC Estimates are approved, the KYTC PSA enters and submits "Negotiated Amounts" values.

Offer Negotiated Amounts:

Page 136 of 184



Professional Services Release 3 October 26, 2020
User Guide

e The KYTC PSA can see the “Agreed Units”, “Consultant”, “KYTC”, “Difference”, “Offered” and
“Ranges Hrs. / Unit (Min / Max) columns.

e The KYTC PSA on the “Negotiated Amounts Offerings” Estimates step should see the "Negotiated
Hrs. /Unit" with the values from the "Consultant Hrs. /Unit" if the "Negotiated Hrs. /Unit" values are
blank.

e The KYTC PSA should see that the "Offered Hrs. /Unit" values are highlighted when they are not
equal to the "Consultant Hrs. /Unit" values.

e The KYTC PSA can add/remove/edit the "Negotiated Hrs. /Unit" values for each item.

o The KYTC PSA should see a dialog box — “You are about to change previously submitted KYTC
estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC PSA selection of “Confirm” option shall return the user back to the “KYTC
Estimates Submission” Estimates step.
e The KYTC PSA can expand the fly-out on the right side of the page to see the following options:
o Submit Negotiated Amounts
= The KYTC PSA can select the “Submit Negotiated Amounts” option to send the
amounts to the consultant for approval.
e The KYTC PSA should see a confirmation box - "Are you sure you want to
offer the Negotiated Amounts? Once offered, the Production-Hour
Worksheet will be visible to the consultant, LE and PM".
=  The KYTC PSA cannot offer the "Negotiated Amounts" until the Consultant Estimates
are submitted AND the KYTC Estimates are approved.
e The KYTC PSA should see an error message - "Negotiated Amounts may not
be offered until the Consultant Estimates have been submitted AND the
KYTC Estimates have been approved".
=  The KYTC PSA can NOT finalize the "Negotiated Amounts" until the "Negotiated
Amounts" have been offered
e User should see an error message - "Negotiated Amounts must be offered
before they can be accepted"
e Once "Negotiated Amounts" are accepted, only users on the "Estimates
Overrides" exception list can update these values.
=  Upon submittal of the “Negotiated Amounts” value, the Primary Consultant Project
Manager, KYTC Project Manager and KYTC Location Engineer shall receive an email
notification.
o Save Without Submitting
=  The KYTC PSA can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
e The KYTC PSA should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.
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o Estimate Totals
= The KYTC PSA can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

e (Category
e Consultant Total
e KYTC Total

e Negotiated Total
o History
=  The KYTC PSA can select “History” from fly-out to view a timestamp of submission
including the user name.
o Back
= The KYTC PSA can select “Back” to return to Contract screen.
Project Specific Contract

9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH

Estimate Werksheet

o)
Yy

Consultant Totals: 2,030,000.00
KYTC Totals: 2,030,000.00
Negotiated Totals:  2545000.00

Agreed Units Consultant KYTC Diff Offered
No.  lHem Crew  Unit Type Amount Hrs/Unit Total Hrs/Unit Total Difference  Hrs/Unit Tatal
Survey
Reconnaissance
1 Control - (mxisting) 3 M *] 10000 10200 | 30,000 10000 3000000 00 150 4500000
2 Utiliies - (data gathering, identification & contact) 2 n ] 500000 20000 000,000.99 | | 20900 200000000 0,00 2500000.00
Estimates
Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH
haet
C P o o P @ Save Withoust Submitting
~7 e o ~ 1B Sutimat Negatiated Amounts.
AGREED AGHEED ONSULTA A ol Estamate Overnide
@ Estenate Totals
Consultant Totals: 2.030,000.00 D vstory
KYTC Totals: 2.030,000.00
* Back
Negotiated Totals: 254500000

Survey
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Are you sure you want to offer the
negotiated amounts? Once
offered, the production hour
worksheet will be visible to the
consultant, LE, and PM.

21.7 Estimates — Accept Negotiated Amounts

The final step in the Estimation process is for the Primary Consultant Project Manager to accept the
Negotiated Amounts. If Primary Consultant does NOT accept the Negotiated Offer, they can contact
Professional Services outside of the system for Negotiation Discussions.

Note: A KYTC PSA role may accept Negotiated Amount on behalf of the Consultant.

Accept Negotiated Amounts:

e The Consultant user can navigate to the Estimate worksheet to view the “Negotiated Amounts
Acceptance” step (view only).
e The Consultant user can see the “Agreed Units”, “Consultant” and “Offered” columns.

e The Consultant user can view the "Agreed Units", "Consultant Estimates", "KYTC Estimates",
"Difference" and "Negotiated Amounts" only once the "Negotiated Amounts are accepted.
o User should NOT see the far-right calculated fields (Only PSAs should see this).
e The Consultant user can expand the fly-out on the right side of the page to see the following

options:

o Accept Negotiated Amounts
= The Consultant user can select the “Accept Negotiated Amounts” option to accept
the negotiated amounts.

The Consultant user should see a confirmation box - "Are you sure you want
to accept the Negotiated Amounts? Once Negotiated Amounts are
accepted, the Production-Hour Worksheet may NOT be edited.”

Once Negotiated Amounts are accepted, the “Offered” header should
change to read “Negotiated”.

Once Negotiated Amount are accepted, the assigned Consultant can view
the "Agreed Units", "Consultant Estimates", "KYTC Estimates", "Difference"
and "Negotiated Amounts".

The Consultant user should NOT see the far-right calculated fields (Only
PSAs should see this).

The Consultant user shall NOT be able to edit any field on this page after
“Negotiated Amounts” are accepted.
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o Estimate Totals
= The Consultant user can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:
e (Category
e Consultant Total
e KYTC Total
e Negotiated Total
o History
= The Consultant user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= The Consultant user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract

9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH

Estimate Worksheet

©

Consultant Totals: 2,030,000.00
KYTC Totals: 2,030.000.00
Megotiated Totals: 2,545,000.00

Agreed Units Consultant KYTC Diff Offered
Mo Mtem Crew  Unit Type Amount  Hrs/Unit  Total Hrs/Unit Total Difference  Hrs/Unit Total
Survey
Reconnaissance

1 Control -

00.00 100.00

jathering, identification & contact 2 Nuam *| 500000

Estimates
Project Specific Contract
9-62 | Carter | 1-64

Strand Associates, Inc. ¢/o PEH
Esbmate Worksheet

c\ c\ c‘ c\ B Acopt Negtisted Amounts
~ ~ ~ ~ A Total Estimate Override
tsTaTe: & Estimate Totaks
D Hisory

Consuleant Totsls: 2,030,000.00 & ack

KYTC Totali: 2.030.000.00
Megotiated Totaki: 2.545.000.00

Agreed Units Consultant KYTC Diff
Survey
Reconnaissance
- — 3 *] 10000 WO 3000000

tiities - (data gathering, idertification & contact) 2 v 500000 0000 200000000 0
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Are you sure you want to accept
the negotiated amounts? Once
accepted, the production hour
worksheet may not be edited.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH

o) o) O) P P
© © © © © © ©
Consultant Totals: 2,030.000.00
KYTC Totals: 2,030,000.00
Negotiated Totals: 2,545,000.00
Agreed Units Consultant KYTC Diff Negotiated

Survey

22 Project Specific Contract Document Approval

The Project Specific Contract approval process allows for electronic signatures (e-signatures) within the
PS application. Both Consultant and KYTC approvers will be sent email notifications requesting that their
approval / e-signature is required on the given contract. Upon receipt of all required e-signatures, the
Professional Services group will create the Notice to Proceed document.

22.1 Create Draft Project Specific Contract Document
Contract Document Approval — Create Draft Contract (Professional Services Admin):

e Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services
Admin (PSA) will create a draft Contract document and begin the Contract approval process.

e The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract screen.

e Upon creation of draft Contract document, the KYTC PSA or Primary Consultant Project Manager
shall select the “Contract Approval” option that will navigate the user to the “Contract Approval”
screen to begin the approval process.
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@ Documents

+ Upload Document
Modified By Content Type

Advertisement-9-  8/29/2019 Landes, Jason  ProjectAdvertisement Edit n Advertisement Approval
62.docx (KNTC)

+ Create -

Contract

@ Documents

+ Upload Document

Modified
MName Date Modified By Content Type

Advertisement-9-  8/29/2019 Landes, Jason  ProjectAdvertisement Edit n Advertisement Approval
62.docx (KYTC)
Contract-10L-05-  8/29/2019  Landes, Jason Contract Edit u Je—
2.docx (KNTC)

22.2 Approve Draft Project Specific Contract Document

e Upon selection of the “Contract Approval” option in the “Documents” tab within the Project Specific
Contract screen, the user is navigated to the “Contract Approval” screen.

Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
0! &) & &) & &) ®
\ \ \y \ \y \
PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
Bulletin ID Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Contract Creation N/A o View Contract

Edit Contract

o The user begins the Contract approval process by selecting the “Send Draft Contract for Approval”
option within the fly-out on the right side of the page.
o PS system sends an email approval request to the KYTC Professional Services Admin.

Contract Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way

Contract Creation Date: 8/29/2019 18 Send Draft Contract for Approval

Estimated Notice To Proceed: 1/22/2020 S Ty

Consultant Firm: Strand Associates, Inc. ¢/o PEH =7

€ Back
® & & & & &
& s A \ 2
Bulletin ID Project Description Approval Status Status Date Negotiated Fee
0L 9-62 | CARTER | 1-64 | Right of Way Contract Creation N/A o
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Are you sure you want to send this

contract for approval?

Comment:

Cancel

e Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Approval” screen.
e The KYTC PSA user shall review the draft contract and make necessary edits.
e During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
e Upon approval of the draft Contract, the KYTC PSA user selects the “Approve Contract” option to
begin the Contract e-Signature process.
o PSsystem sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)
= KYTC State Highway Engineer (SHE)
= KYTC Secretary

Contract Approval

* Contract has not yet been sent for e-Signatures.

project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes
Consultant Firm: Strand Assaciates, Ine. e/ PEH

B Approve Contract

A Decline Contract

o\ \ 1\ D History
(O — O, 0, 'O, 'O,

€ Back
CONTRACT CONSULTANT AsHE SHE SECRETARY
CREATED E-SIGNATURE E-SIGNATURE E-SIGNATURE £-SIGNATURE

BulletinID  Project Description Approval Status Status Date Negotiated Fee

10L-05 9-62 | CARTER | I-64 | Right of Way  Pending Professional Services Approval  §/29/2019 - Jason Landes 0 View Contract
Edit Contract
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Are you sure you want to send this .
contract for e-Signatures?

Comment:

e Upon receipt of the email approval request, the given user selects a link that navigates them to
“Contract Approval” screen.

o The requested approver shall see the following options within the fly-out on the right side of
the page:
= e-Sign Contract
=  Approve Contract with changes
= Decline Contract
o Contract approvals are done simultaneously

o A Project Specific contract is considered approved once all of the required e-Signatures are
captured by the PS application.

Contract Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Assaciates, Inc. e/o PEH

v v
© © OO0
CONTRACT PROFESSIONAL

DRAFT NOTICE NOTICE TO PROCEED
CREATED SERVICES APPROVAL TO PROCEED APPROVED

Bulletin ID  Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Contract Approval

Contract awaiting e-Signatures.

project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Asseciates, Ine. /o PEH

B &-Sign Contract

B Approve Contract with Changes

& Dedline Contract
D History
© ©
€ Back
CONTRACT PROFESSIONAL

CREATED SERVICES APPROVAL

BulletinID  Project Description Approval Status Status Date Negotiated Fea

10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes 0 View Contract
Edit Contract
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Are you sure you want to sign this
contract?
Comment:
e
Ca ncel
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Natice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. c/o PEH
) )
© © ©
CONTRACT PROFESSIONAL (CONSULTANT
CREATED SERVICES APPROVAL E-SIGNATURE
(). LANDES
8/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes 0
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
o) o) o)\ )
© © © © ©
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE
(. LANDES (). LANDES (- LANDES
8/29/2019) 8/29/2019) 8/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/25/2019 - Jason Landes 0

22.3 Create Draft Notice to Proceed Document

October 26, 2020

DRAFT NOTICE NOTICE TO PROCEED
TO PROCEED APPROVED
DRAFT NOTICE MNOTICE TO PROCEED
TO PROCEED APPROVED

Contract Document Approval — Create Draft Notice to Proceed (Professional Services Admin)

e Once all required contract e-Signatures are captured, the Notice to Proceed document can be
created that indicates that the Primary Consultant firm can begin work on the contract.

o The KYTC Professional Services Admin shall generate the draft Notice to Proceed document

o KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the
“Documents” tab shall generate the draft Notice to Proceed document.

[ ]

Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the

“Contract Approval” screen, an email notification shall be sent to the Professional Services Director

to review the draft Notice to Proceed document.
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@ Documents

Meodified By Content Type

Advertisement-9-  8/29/2019  Landes, Jason  ProjectAdvertiserment Edit n Advertisement Approval
62.docx (KYTC)
Contraci-10L-05-  8/29/2019  Landes, Jason  Contract Edit n I —
2.docx (K¥TC)

Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
G 0O\ 0O ) 0O) )\ @
% A \ % \
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICE TO PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE APPROVED
{J- LANDES {J. LANDES (). LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2012 - Jason Landes 0 View Contract
Edit Contract
Contract Approval
ready to send for apprc
Project Description: 9-62 | CARTER | I-64 | Right of Way B send Notice to Praceed For Approval
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 A Decline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH
D History
€ Back
© 0) O) O O) O)
\, \, Y \, \
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICETO
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE APPROVED
(1. LANDES (. LANDES (. LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract

Edit Contract

Are you sure you want to send the *
draft notice to proceed for approval?

Comment:

22.4 Approve Draft Notice to Proceed Document
Contract Document Approval — Approve Notice to Proceed (Professional Services Director)
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10L-05 9-62 | CARTER | I1-64 | Right of Way  Notice To Proceed Pending Approval  8/20/2019 - Jason Landes 0

View Contract
Edit Contract
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e Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:

o Prime Consultant Project Manager
o KYTC Project Manager

o KYTC Location Engineer

o KYTC Professional Services Admin

e Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on

the Project Specific Contract.
@ Documents
+ Upload Document
Modified
MName Date Modified By Content Type
Advertisement-g- 8/29/2019 Landes, Jason ProjectAdvertisement Edit n Advertisement Approval
62.docx (KYTC)
MoticeToProceed-10L- 8/29/2019 Landes, Jason MoticeToProceead Edit n
05-2.docx (KYTC)
Contract-10L-05- 8/29/2019 Landes, Jason Contract Edit n
2.docx (KNTC)
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. /o PEH
© © © © © © ©
(). LANDES (). LANDES (). LANDES (. LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER| I-64 | Right of Way ~ Nofice To Proceed Pending Approval  8/29/2019 - Jason Landes 0 vw;urcuntr?n
Contract Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way B Send Natice To Proceed Notification
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 A Dedline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH © wistory
© O O O © © .
{J. LANDES (). LANDES {J- LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
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Are you sure you want to send the *
Notice To Proceed?

Comment:

October 26, 2020

Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
)\ ) ) ) ) )
7 7 v v v v
© \\9 9 9 % \\ 2
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(). LANDES (J. LANDES (). LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Notice To Proceed Sent 8/29/2019 - Jason Landes 0 View Contract
Edit Contract

09/26/2019 08/26/2019

09/26/2019 09/26/2019
10/01/2019 10/02/2019
10/17/2019 10/17/2019
10/24/2019 10/25/2019

11/25/2018

08/29/2019

11/25/201% 06/25/2019 -63

12/23/2019 08/29/2019 -20
12/30/2018 08/29/2019 5
01/15/2020 08/29/2019 -12
HIEEE TR TR 01/15/2020 08/29/2019 12
ASHE e-Signature 01/15/2020 08/29/2019 a2
ianag SHEESTTELE 01/15/2020 08/29/2019 12

01/15/2020 08/29/2019

01/22/2020 08/25/2019
ted Fed

+ AdHoc Event

©

NOTICE TO PROCEED
APPROVED

23 Project Specific Contract Modifications

When the Primary Consultant or KYTC determines that a Statewide Contract requires a fee increase (or

decrease), a schedule adjustment or both, a Contract Modification shall be requested.
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23.1 Project Specific Modification — Time Extension Only
A Project Specific Contract Modification with Time Extension Only is requested when additional time is
required to complete the work.

23.1.1 Request Project Specific Contract Modification — Time Extension Only
Time Extension Only Contract Mods — Request Mod — (Primary Consultant PM):

e The Primary Consultant Project Manager can begin the process of requesting a Project Specific
Contract Modification by selecting the “+ Request Modification” option within the Project Specific
Contract’s “Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

e Selection of the “+ Request Modification” option shall display the “Request Project Specific

Modification” pop-up window.

@ Modifications View All

Mod # Phase Comments Status Notice To Proceed Date As Negotiated Fee
OA Right of Way  Original Agreement 8/29/2019 $1,000,000
Total: $1,000,000

=+ Request Modification

e The useris required to enter the following fields:
o Time Extension Only
= Toggle to “Yes” indicates a Time Extension Only Modification
o Requested eMARS End Date
= The Calendar shall default to +12 months from the current date of request.
o Comments
e Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.
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23.1.2 Project Specific Contract Modification — Time Extension Only Screen

October 26, 2020

Request Project Specific Modification

Time Extension Only Current eMARS End Date @ Reguested eMARS End Date @
Yes ®No 09/24/2020

Phase Primary Item Number
Right of Way v 9-62

Item Description

IMPROVE MOBILITY AND REDUCE CONGESTION AT THE KY 1/1-64 WESTBOUND OFF-RAMP INTERSECTION.

Functional Class Terrain Type Urban Rural Type

Interstate Rural

Comments

Requesting Time Extension for this contract.

Upon selection of the “Request” option, the user shall be navigated to the Project Specific Contract
Modification — Time Extension Only screen.
Each individual Project Specific Contract Modification screen shall display the following:

O
O
O

(0]

Project Specific Contract Modification — Time Extension Only details
Milestone Progress Bar
Schedule

Documents tab

User may update the following fields as needed:
o Comments

o

Requested eMARS End Date

o Consultant Project Manager
Selection of the “Save” option shall save the Contract Modification to the PS application.
Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.
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®
®
®
fo)
®
®

Project Specific Modification - 2
9-62 | CARTER | I-64

Consultant Firmc Strand Associates, Inc. cfo PEH

Apressmeant Mumiber BOM2 Phasza

OL-05-2

bem Descoription

MPROVE MOBIUTY AND REDUCE COMGESTION AT

Frimary project Mumber: Current ebdARS End Date: (3} Repuested ebARS End Date: (3

23.1.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

e Once the requested Contract Modification has been approved by the KYTC Professional Services
group, the draft “Notice to Proceed” document shall be created.

e  The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services
Director requesting that they review the Notice to Proceed document.
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@ Documents

=+ Upload Document

odified Modified
Date By Content Type

Notice To Proceed  ¥29/2019 Landes,  ContractModification Edit [T [N e
O Jason

(K¥TC)

Contract

23.1.4 Approve Draft Notice to Proceed
Approve Draft Notice to Proceed Document (PS Director):

The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the KYTC Professional Services Director shall
send an email notification to the following:
o Primary Consultant Project Manager
o KYTC Project Manager
o KYTC Location Engineer
o KYTC Professional Services Admin

@ Documents

=+ Upload Document

Modified Modified

Mame Date By Content Type
MNoticeToProceed-10L- 8/29/2019 Landes,  NoticeToProceed E:Iitn
05-2.docx Jason

(KYTC)

ContractModification- 8/29/2019 Landes, ContractModification Edit n Madification Approval
10L-05-2.docx Jasen

(KYTC)

23.2 Project Specific Modification — Time Extension Only Document Approval

The Project Specific Contract Modification document approval process allows for electronic signatures
(e-signatures) within the PS application. Both Consultant and KYTC approvers will be sent email
notifications requesting that their approval / e-signature is required on the given contract modification.

Upon receipt of all required e-signatures, the Professional Services group will create the Notice to
Proceed document for the Contract Modification.

23.2.1 Create Draft Project Specific Contract Modification — Time Extension Only Document
Contract Modification Document Approval — Create Draft Contract (Professional Services Admin):
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e Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services

Admin (PSA) will create a draft Contract Modification document and begin the Contract Modification
document approval process.

e The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract Modification screen.

e Upon creation of draft Contract Modification document, the KYTC PSA or Primary Consultant Project
Manager shall select the “Modification Approval” option that will navigate the user to the “Contract
Mod Approval” screen to begin the approval process.

@ Documents

+ Upload Document

Contract

@ Documents

=+ Upload Document

Modified Modified

Name Date By Content Type
ContractModification- 8/30/2019 Landes, ContractModification Edit H Madification Approval
10L-05-2.docx Jason

(KYTC)

23.2.2 Approve Draft Contract Modification — Time Extension Only Document
Upon selection of the “Modification Approval” option in the “Documents” tab within the Project Specific
Contract Modification screen, the user is navigated to the “Contract Mod Approval” screen

Contract Mod Approval

Project Description: 8-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contra, Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

trand Associates, Inc. c/o PEH

Fen Fen
X B B
C s s
PROFESSIONAL CONSULTANT ASHE
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE

Consultant Fi

©

1)
J0)
(©]

Approval Status Status Date: Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way Contract Creation /A 0 View Contract

e The user begins the Contract Modification document approval process by selecting the “Send Draft
Contract for Approval” option within the fly-out on the right side of the page.
o PS system sends an email approval request to the KYTC Professional Services Admin.

Page 153 of 184



Professional Services Release 3 October 26, 2020
User Guide

Contract Mod Approval

962 | CARTER | 1-64 | Right of Way | Modification - 1
ste: 8/29/2019

ok 1/22/2020
and Associates, Inc. c/o PEH

© > © O, ©
Bulletin 1D Project Description Approval Status. ‘Status Date: Negotiated Fee
CARTER | 64 Contract Creat N
Are you sure you want to send this *

contract for approval?

Comment:

rd

Cancel

e Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Mod Approval” screen.

e The KYTC PSA user shall review the draft Contract Modification document and make necessary edits.
e During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
e Upon approval of the draft Contract Modification, the KYTC PSA user selects the “Approve Contract”
option to begin the Contract Modification e-Signature process.
o PS system sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)

e Note: The PS version of the application will bypass this approval step. The
application user interface will be updated in Release 3 of this application.

= KYTC State Highway Engineer (SHE)

e Note: The PS version of the application will send an email approval
request to the KYTC Project Manager. The application user interface will
be updated in Release 3 of this application.

= KYTC Secretary

e Note: The PS version of the application will send an email approval
request to the KYTC Professional Services Director. The application user
interface will be updated in Release 3 of this application.
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Contract Mod Approval

Contract has not yet been sent for e-Signatures.

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Approve Contract
Contract Creation Date; 8/29/2019
fice To Proceed: 1/22/2020 B Approve Contract with Changes

Estimate

Consultant Firm: Strand Assodiates, Inc. c/o PEH
4 Decline Contract
D Hist
O G o) o) o) D History
J J J
CONTRACT CONSULTANT ASHE s SECRETARY DRAFT NOTICE < B35
GREATED E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE 0 PROCEED

Negotiated Fee

Bulletin ID  Project Description Approval Status

Vi
Edit Contract

ct

9-62 | CARTER | 1-64| Right of Way  Pending Professional Services Approval ~ 8/29/2019 - Jason Landes 0

1005

Are you sure you want to send this *
contract for e-Signatures?
Comment:
y:
Cancel Save

e Upon receipt of the email approval request, the given user selects a link that navigates them to

“Contract Mod Approval” screen.
o The requested approver shall see the following options within the fly-out on the right side of

the page:
= e-Sign Contract
= Approve Contract with changes
= Decline Contract
o Contract Modification approvals are done simultaneously
o A Project Specific Contract Modification is considered approved once all of the required e-

Signatures are captured by the PS application.

Contract Mod Approval

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Craation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

O—0

()
S v
© O
CcoNTRACT PROFESSIONAL DRAFT NOTICE NOTICE T PROCEED
CREATED SERVICES APPROVAL T0 PROCEED APPROVED

Approval Status Negotiated Fee

Bulletin D Project Description

View Contract

Pending e-Signatures  8/28/2019 - Jason Landes o
Edit Contract

10L-05 9-62 | CARTER | 1-64 | Right of Way
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Contract Mod Approval

Contract awaiting e-Signatures

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 Be-Sign Contract
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. c/o PEH

4 Decline Contract

B Approve Contract with Changes

D History

©,

4 Back

conTRaCT PROFESSIONAL DRAFT NO
CReaTeD SERVICES APPROVAL 0 PROCE
Approval Status. Status Date
10L-05 9.62 | CARTER | 1-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes
Edit Contract
A t to sign thi *
re you sure you want to sign this
contract?
Comment:
Cancel Save
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
‘Consultant Firm: Strand Associates, Inc. c/o PEH
0O)
© \ Y O—-=0
conTRACT PROFESSIONAL consuLTANT To PROCEED
cReATeD SERVICES APPROVAL £ SIGNATURE PROVED
. LanDEs
8/29/2019)

tatus Status Date.

Appro

Bulle

ntract

10L-05 '9-62 | CARTER | I-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o
Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

© © © © Oo—0

NOTICE TO PRO

CONTRACT BROFESSIONAL CONSULTANT AsHE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE APPROVED
LANDES (& LANDES
8/29/2019) 8/29/2019)
Bu Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o ntract

Edit Contract
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

0O) 0O) 0O) C ()
v v 9 v S x
C S S 7 7
CONTRACT PROFESSIONAL CONSULTANT AsHE SECRETARY DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(1. LANDES (1 LANDES (- LANDES
8/29/2018) 8/29/2018) 8/20/2019)
BulletinID  Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes [ View Contract
Edit Contract

23.2.3 Create Draft Notice to Proceed Document
Contract Modification Document Approval — Create Draft Notice to Proceed (PSA Admin)

e Once all required contract e-Signatures are captured, the Notice to Proceed document can be
created that indicates that the Primary Consultant firm can begin work on the contract.

o The KYTC Professional Services Admin shall generate the draft Notice to Proceed document

e  KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the
“Documents” tab shall generate the draft Notice to Proceed document.

e Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the
“Contract Approval” screen, an email notification is sent to the KYTC Professional Services Director
to review the draft Notice to Proceed document.

@ Documents

= Upload Document

odified Modified
Date By Content Type

Notice To Proceed  /29/2019 Landes,  ContractModification Ecit [T [N e
Jason

- (KYTC)

Contract

Contract Mod Approval

Projact Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Motice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

0O) 0O) 0O} 0O) 0O) G)
G o S S v 3
C I I I \J \J
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICE TO PROCEED
creaTD SERVICES APPROVAL ESIGNATURE ESIGNATURE ESIGNATURE ESIGNATURE APPROVED
(). LANDES ). LANDES (J. LANDES (). LANDES
6/292019) 8/2872019) 8/29/2019) 8/2972019)
Bulletin D Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract
Edit Contract
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Contract Mod Approval

Draft Notice to Proceed ready to send for approval.

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 8 Send Notice to Proceed For Approval
c : 812972019

eech 1/22/2020 & Decline Contract
d Associates, Inc. c/o PEH

D History

€ Back

0O) 0O) 0O
% N Y

(O]

O ©

CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY
cREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE

). LANDES
8/29/2019)

(. LANDES (. LANDES
8/29/2019] &/29/2019)

BulletinID  Project Description Status Date:

10L-05 -62 | CARTER | I-64 | Right of Way. Draft Notice To Proceed  8/28/2019 - JasonLandes 0

Are you sure you want to send the x
draft notice to proceed for approval?

Comment:

c

>dve

Cancel

23.2.4 Approve Draft Notice to Proceed Document
Contract Modification Document Approval — Approve Notice to Proceed (KYTC PS Director)

e Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:

o Prime Consultant Project Manager
o KYTC Project Manager

o KYTC Location Engineer

o KYTC Professional Services Admin

e Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on
the Project Specific Contract.
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@ Documents

October 26, 2020

=+ Upload Document

Modified Modified

Name Date By Content Type
NoticeToProceed-10L- 8/29/2010 landes,  NoticeToProceed  Edit n
05-2.docx Jazon
(KYTC)
ContractMaodification- 8/29/2019 Landes, ContractModification Edit n Modification Approval
10L-03-2.docx Jasen
(KYTC)

Contract Mod Approval

Praject Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. ¢/o PEH

o) ) o) " o) o)
C S 2 S S S S
C 7 7 7 7 7
conTRaCT PROFESSIONAL CoNSULTANT ashe sHE secrETARY DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(). LANDES (. LANDES (). LANDES (J. LANDES
Soraore) 572972019 w2972019 w/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
101-05 9-62 | CARTER | I1-64 | Right of Way  Notice To Proceed Pending Approval  8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Contract Mod Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Send Notice To Proceed Notification
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 A Dedine Contract
Conzultant Firm: Strand Associates, Inc. ¢/o PEH
D Hiistory
) ) ) o\ 7\ € Back
S O 2 S S 2
C A4 A4 S S S
contRact PROFESSIONAL CONSULTANT Ashe se secrenary DRAFT NoTICE
caeateD SERVICES APPROVAL £ SIGNATURE E-SIGNATURE ESGNATURE E-siGNATURE To pROCEED
(J. LANDES . LANDES (). LANDES (). LANDES
ar2972019) o920 w9201 ar292019)
Approval Status Status Date Negotiated Fee

Bulletin D Project Description

View Contract
Edit Contract

10L-05 9-62 | CARTER | 164 | Right of Way  Notice To Proceed Pending Approval  8/29/2019 - Jason Landes 0

Are you sure you want to send the "
Notice To Proceed?
Comment:
P
Cancel Save

23.3 Project Specific Modification with Fee

A Project Specific Contract Modification with Fee can be requested when a fee increase (or decrease) is

required. Additional time may also be requested in this type of Modification.

Page 159 of 184



Professional Services Release 3 October 26, 2020
User Guide

23.3.1 Request Project Specific Contract Modification with Fee
Request Project Specific Contract Modification with Fee (Primary Consultant Project Manager:

e The Primary Consultant Project Manager can begin the process of requesting a Project Specific
Contract Modification by selecting the “+ Request Modification” option within the Project Specific
Contract’s “Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

e Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”

pop-up window.

@ Modifications

Mod # Phase Comments Status Notice To Proceed Date As Negotiated Fee
OA Right of Way  Original Agreement 8/29/2019 $1,000,000
Total: $1,000,000

=+ Request Modification

Request Project Specific Modification *
Time Extension Only Current eMARS End Date @ Requested eMARS End Date @
Yes @No 09/24/2020
Phase Primary Item Number
Right of Way v 9-62

Item Description

IMPROVE MOBILITY AND REDUCE CONGESTION AT THE KY 1/1-64 WESTBOUND OFF-RAMP INTERSECTION.

Functional Class Terrain Type Urban Rural Type

Interstate Rural

Comments

Requesting Time Extension for this contract.

23.3.2 Project Specific Contract Modification with Fee Screen

e Upon selection of the “Request” option, the user shall be navigated to the Project Specific Contract
Modification with Fee screen.
e Each individual Project Specific Contract Modification screen shall display the following:
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Statewide Contract Modification with Fee details
Milestone Progress Bar
Schedule
Projects Tab
o Documents tab
e User may update the following fields as needed:
o Phase
o Comments
o Requested eMARS End Date
o Consultant Project Manager
e Selection of the “Save” option shall save the Contract Modification to the PS application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PS application.

O O O O
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8-62 / Project Specific Modfication - 1
Faw, Faw Faw ! I\ Faw, -\ 9
W W W W W W W W
O T T Yo T T Yo Yo
FEE PROPOEAL  DEPARTMEMNT COMTRALCT CONELATANT E PROUECT ASHEE SHE E-SIGMATURE  SECRETARY E HICTICE TO
ESTIMATE MEGOTIATIONS — SIGMUWTURE  MANAGER/LEE SIGRATURE SIGRATURE PROCEED
RECEIVED SKGNATLIRE
Project Specific Modification - 1
9-g2 | CARTER | I-64
Consultant Firm: Strand Associates, Inc. /o PEH
Agresment Mumber: FOM2: Fhasa:
10L-05-2 Right af Way v
teem Descripticn
IMPROVE MOBIUTY AND REDUCE CONGESTION AT THE KY 1,-64 WESTBOUND OFF-RAMP INTERSECTION.
s
Comments
Reguesting Contract Modification with Upset Limit Inorease.
s

Propased Fes

5[0

Megatisted Fee

%0

Primary project Mumber. Current ebARS End Date: {3

019/24/2020

o-62

Consultant Carsultart Project Manager:

Stacey Bresetie v

Strand Associates, Inc. oo PEH

D Projects

BN o - |
[ | = A

Reguested ebARS End Date: (T

& Documents

23.3.3 Add a Project to a Project Specific Contract Modification with Fee
e An additional Project can be added to a Project Specific Contract Modification with Fee by selecting

the “+ Project” option within the “Projects” tab.
e User shall see the “Add Project” pop-window displayed.
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@ Projects

+ Praoject

e User shall be able to enter the following fields:
o District
o Item Numbers (populates based on “District” field value)
o Authorization Number (populates based on “Item Numbers” field value)
o ltem Description (populates based on “Iltem Numbers” field value)
o Functional Class (populates based on “Item Numbers” field value)
o Urban Rural Area (populates based on “Item Numbers” field value)
o Terrain Type( populates based on “Item Numbers” field value)
e User selection of the “Save” option shall add the new Project to the Project Specific Contract
Modification.
o New Projects shall be displayed in the “Projects” tab.
e User selection of the “Close” option shall NOT add the new Project to the Project Specific
Contract Modification.

o EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE——— |
Add Project

District: Functional Class:
9 v Major Collector

Item Numbers: Urban Rural Area:
132 v Blended

Autharization Number: Terrain Type:
TIs27 Blended

Item Description:

RECONSTRUCT KY-2 FROM MP 13.2 TO US-23 (MP 17.2)(08CCN)(14CCR)(16CCR)(15CCN)

=33

e User selection of the “Save” option shall add the new Project to the Project Specific Contract
Modification.
o New Projects shall be displayed in the “Projects” tab.
e User selection of the “Close” option shall NOT add the new Project to the Project Specific
Contract Modification.
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B Estimates a
B Estimates n

23.4 Project Specific Contract Modification — Estimates

The PS Contract Modification Estimates interface provides a central location to collect Production Hour
Estimates for Project Specific Contract Modifications. This allows for the submission of consistent
person-hour estimates, which will provide easier reporting and analysis of historical negotiated project
costs and compare projects of similar scope.

The PS Estimates workflow for Project Specific Contract Modifications includes the following steps:

e Submit Agreed Units

e Agreed Units Approval

e Consultant Estimates

e Submit KYTC Estimates

e KYTC Estimates Approval

o Offer Negotiated Amounts
o Accept Negotiated Amounts

To navigate to the desired Estimates worksheet:

e User opens the Project Specific Contract from the Dashboard.

e User selects the “Details” option next to the desired Contract Modification within the
“Modifications” tab.

e User selects the “Estimate” option within the “Projects” tab within the Contract Modification
screen.

e User navigates to “Estimates” screen.

e User selects “Estimate Worksheet” type.

e Selected Estimate Worksheet displays (e.g. Highway Design, Right of Way, etc.).

23.4.1 Modification Estimates — Submit Agreed Units
The first step in the Estimates process is for the Primary Consultant Project Manager to enter and
submit “Agreed Units” in the Estimates worksheet.

Please note: The PSA can also enter and submit Agreed Units on behalf of the Consultant. In addition,

the Project Manager (Central Office), Project Manager (District) and Location Engineer can enter in
Agreed Units, but are unable to submit them.

Agreed Units Submission:
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e The Consultant user enters the “Crew” value for each line item under “Agreed Units”.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
e The Consultant user can select the appropriate “Unit Type” if it is different from the pre-
populated value.
e The Consultant user can enter the "Amount" for appropriate line items.
e The Consultant user can add “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”
o The Consultant user is unable edit the “No” field.
e The Consultant user selection of the fly-out on the right side of the page shall expand to display
the following options:
o Save Without Submitting
= An authenticated user can select the “Save without submitting” option to save
the current estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted.
Please remember to submit these values once finished.”
o Submit Units for Approval
= An authenticated user can select the “Submit Units for Approval” option to
submit the agreed units for approval.
= User should see a confirmation box - "Are you sure that you wish to submit
Agreed Units? “
=  Upon submittal, the KYTC Project Manager shall receive an email notification.

o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= An authenticated user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract Agreed units have not yet been subrmitted
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH B Save Without Submitting
. .Suhilﬂnhfww
D History
o 0 0 o 0 ers
Agreed Units
No.  Mtem Crew Unit Type Amount

Survey

Page 165 of 184



Professional Services Release 3 October 26, 2020
User Guide

Are you sure that you wish to
submit agreed units?

23.4.2 Modification Estimates — Agreed Units Approval

The next step in the Estimates process is for KYTC to approve the submitted Agreed Units. Typically, this
step is completed by the KYTC District Project Manager, but can also be completed by the KYTC District
Branch Manager or the KYTC Location Engineer.

Agreed Units Approval:

e The KYTC user opens the Estimates Worksheet to begin “Agreed Units Approval”.
e The KYTC user can edit the “Crew” value for each line item.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
e The KYTC user can edit the appropriate “Unit Type” if it is different from the pre-populated
value.
o The KYTC user can edit the "Amount" for appropriate line items.
e The KYTC user can edit “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”.
o The KYTC user is unable to edit the “No” field.
e Upon edit of any field, a dialog box will display — “You are about to change previously submitted
agreed unit valued. Once Saved, old values will be overwritten.”
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Approve Agreed Units
= The KYTC user can select the “Approve Agreed Units” option.
=  The KYTC user should see a confirmation box - "Are you sure you want to
approve the Agreed Units? Once approved, the list of "Items", "Unit Types" and
"Amounts" may not be changed"
=  The KYTC user cannot make updates to "ltem", "Crew", "Unit Type" and
"Amount" after "Agreed Units" Approval.
e Only users on the "Estimates Overrides" exception list will be allowed to
update these values after approval
= After “Agreed Units” are approved, the KYTC user can see that all items where:
e “Amount” = 0 should be hidden
e Sub-Categories with no items are hidden
e All Categories with no sub-categories are hidden
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= Upon approval of “Agreed Units” values, the Primary Consultant Project
Manager shall receive an email notification.
o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
e The KYTC user should see a confirmation box — “Value will be saved but
not submitted. Please remember to submit these values once finished.”
o History
= The KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.

o Back
The KYTC user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH
&

Agreed Units

No.  ltem Crew Unit Type. Amount

Survey

Are you sure you want to approve
the Agreed Units? Once approved
the list of items, unit types, and
amounts may not be changed.

23.4.3 Modification Estimates — Consultant Estimates
The next step in the contract negotiation process is for the Primary Consultant Project Manager to enter
estimates for "Hrs. /Unit" values.

Enter Consultant Estimates:

e The Consultant user can see the “Agreed Units” and “Consultant Estimates” columns.

e The Consultant user can enter Consultant Estimate "Hrs. /Unit" values for each row.

e The Consultant user can expand the fly-out on the right side of the page to see the following
options:
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o Save Without Submitting
= The Consultant user can select the "Submit Consultant Estimates" option.
= The Consultant user should see a confirmation box - "Are you sure you want to
submit the Consultant Estimates? Once submitted, the Consultant Estimates may
not be updated".
o Submit Consultant Estimates
= The Consultant user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
= The Consultant user should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
= Upon submittal of “Consultant Estimates” values, they KYTC Project Manager, KYTC
Location Engineer and KYTC PSA shall receive email notifications.
o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH D S Witheost Subumitting
D Subenit YT Estimates

A Total Kstimate Overide.

©
©
®
®

B Extimate Tote
D Histoey

 Back

©

Consultant Totals: A50,000.00
K¥TC Totals: A50000.00

Agreed Units Consultant KYTC

Mo, fem Crew  Unin Type Amount  HeUsit  Total Hirs/Uit Total

Survey

Are you sure you want to submit
the consultant estimates? Once
submitted, the consultant
estimates may not be updated.

23.4.4 Modification Estimates — Submit KYTC Estimates
This step allow the KYTC Project Manager to enter / submit Estimates for "Hrs. /Unit" values.

Page 168 of 184



Professional Services Release 3 October 26, 2020

User Guide

Note: If the Consultant Estimate is under 500 hours, the DBM / PM, LE or PSA shall immediately see a
dialog box upon entry of the Estimates screen — “The consultant firm has submitted as estimate totaling
less than 500 hours. Would you like to copy those values to your KYTC estimate? You will have the
chance to edit these values before submission.”

Submit KYTC Estimates:

e The KYTC user can view the “Agreed Units” and “KYTC Estimates” columns.
e The KYTC user can enter KYTC Estimates "Hrs. /Unit" values for each row.
e The KYTC user can expand the fly-out on the right side of the page to see the following options:

o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted. Please
remember to submit these values once finished.”
o Submit KYTC Estimates
= The KYTC user can select the “Submit KYTC Estimates” option to submit the
worksheet for approval.
= The KYTC user shall see a dialog box — “Are you sure you want to submit the KYTC
estimates?”
=  Upon submittal of “KYTC Estimates” values, the KYTC Location Engineer shall receive
an email notification.
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
=  The KYTC PSA should see a confirmation box — “All approvals for this worksheet will
be reset. Do you wish to proceed?”
= The KYTC PSA selection of this option shall reset the Estimate Worksheet to the
“Agreed Units Submission” step.
o History
=  The KYTC user can select “History” from fly-out to view a timestamp of submission
including the user name.
o Back
=  An authenticated KYTC user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH
© © © 1o} o
T Agreed Units Consultant KYTC
= T =

Survey
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Are you sure you want to submit
the KYTC estimates?

23.4.5 Modification Estimates — KYTC Estimates Approval

The KYTC Location Engineer can approve KYTC Estimates for "Hrs. /Unit" values to progress the
Estimates process.

Approve KYTC Estimates:
e The KYTC Location Engineer can see the “Agreed Units”, “Consultant” and “KYTC” columns.
e The KYTC Location Engineer enters KYTC Estimates Approval "Hrs. /Unit" values for each row.
o Upon value edit, a confirmation box will open — “You are about to change previously
submitted KYTC estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC Location Engineer selection of “Confirm” option shall take user back to the KYTC
Estimate Submission.

e The KYTC Location Engineer can expand the fly-out on the right side of the page to see the following
options:
o Approve KYTC Estimates
= The KYTC Location Engineer can select the “Approve KYTC Estimates” option to
submit the worksheet for approval.
= User shall see a dialog box — “Are you sure you want to approve KYTC estimates?”
= Upon approval of the “KYTC Estimates” values, the Primary Consultant Project
Manager and KYTC Project Manager shall email notifications.
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.

o History
= An authenticated KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
=  An authenticated KYTC user can select “Back” to return to Contract screen.
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Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
strand Associates, Inc. ¢/o PEH

®
o
o)
@

Agreed Units Consultant KYTC

Are you sure you want to approve
KYTC estimates?

23.4.6 Modification Estimates — Offer Negotiated Amounts
Once KYTC Estimates are approved, the KYTC PSA enters and submits "Negotiated Amounts" values.

Offer Negotiated Amounts:

e The KYTC PSA can see the “Agreed Units”, “Consultant”, “KYTC”, “Difference”, “Offered” and
“Ranges Hrs. / Unit (Min / Max) columns.

e The KYTC PSA on the “Negotiated Amounts Offerings” Estimates step should see the "Negotiated
Hrs. /Unit" with the values from the "Consultant Hrs. /Unit" if the "Negotiated Hrs. /Unit" values are
blank.

e The KYTC PSA should see that the "Offered Hrs. /Unit" values are highlighted when they are not
equal to the "Consultant Hrs. /Unit" values.

e The KYTC PSA can add/remove/edit the "Negotiated Hrs. /Unit" values for each item.

o The KYTC PSA should see a dialog box — “You are about to change previously submitted KYTC
estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC PSA selection of “Confirm” option shall return the user back to the “KYTC
Estimates Submission” Estimates step.
e The KYTC PSA can expand the fly-out on the right side of the page to see the following options:
o Submit Negotiated Amounts
= The KYTC PSA can select the “Submit Negotiated Amounts” option to send the
amounts to the consultant for approval.
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e The KYTC PSA should see a confirmation box - "Are you sure you want to
offer the Negotiated Amounts? Once offered, the Production-Hour
Worksheet will be visible to the consultant, LE and PM".
= The KYTC PSA cannot offer the "Negotiated Amounts" until the Consultant Estimates
are submitted AND the KYTC Estimates are approved.
e The KYTC PSA should see an error message - "Negotiated Amounts may not
be offered until the Consultant Estimates have been submitted AND the
KYTC Estimates have been approved".
=  The KYTC PSA can NOT finalize the "Negotiated Amounts" until the "Negotiated
Amounts" have been offered
e User should see an error message - "Negotiated Amounts must be offered
before they can be accepted"
e Once "Negotiated Amounts" are accepted, only users on the "Estimates
Overrides" exception list can update these values.
= Upon submittal of the “Negotiated Amounts” value, the Primary Consultant Project
Manager, KYTC Project Manager and KYTC Location Engineer shall receive an email
notification.
o Save Without Submitting
= The KYTC PSA can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
e The KYTC PSA should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.
o Estimate Totals
= The KYTC PSA can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

Category
Consultant Total
KYTC Total
Negotiated Total

o History
= The KYTC PSA can select “History” from fly-out to view a timestamp of submission
including the user name.
o Back
=  The KYTC PSA can select “Back” to return to Contract screen.
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Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢fo PEH

C I‘"‘\ ) I
S ~S S
Consultant Totals: 850.000.00
KYTC Tatats: 850.000.00
Negotisted Totals: 850.000.00
Agreed Units Consultant KYTC Diff Offered
Mo, Mem Crew  Unit Type Amount  Hrs/Unit  Total Hes/Unit Total Difference  Hrs/Unit

Survey

40000000 OO

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

Consuitant Totats: 450.000.00
KYTC Totsh: 850.000.00
Pegatisted Totatiz 450.096.00

e ) ) P )
ey ey ey oS
Agreed Units Consultant KYTC Diff Offered

Survey

Are you sure you want to offer the
negotiated amounts? Once
offered, the production hour
worksheet will be visible to the
consultant, LE, and PM.

23.4.7 Modification Estimates — Accept Negotiated Amounts
The final step in the Estimation process is for the Primary Consultant Project Manager to accept the
Negotiated Amounts. If Primary Consultant does NOT accept the Negotiated Offer, they can contact

Professional Services outside of the system for Negotiation Discussions.

Note: A KYTC PSA role may accept Negotiated Amount on behalf of the Consultant.

Accept Negotiated Amounts:
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The Consultant user can navigate to the Estimate worksheet to view the “Negotiated Amounts

Acceptance” step (view only).

The Consultant user can see the “Agreed Units”, “Consultant” and “Offered” columns.
The Consultant user can view the "Agreed Units", "Consultant Estimates", "KYTC Estimates",

"Difference" and "Negotiated Amounts" only once the "Negotiated Amounts are accepted.
User should NOT see the far-right calculated fields (Only PSAs should see this).

O

The Consultant user can expand the fly-out on the right side of the page to see the following
options:

o Accept Negotiated Amounts
The Consultant user can select the “Accept Negotiated Amounts” option to accept
the negotiated amounts.

O

O

O

Estimate Totals

History

Back

The Consultant user should see a confirmation box - "Are you sure you want
to accept the Negotiated Amounts? Once Negotiated Amounts are
accepted, the Production-Hour Worksheet may NOT be edited.”

Once Negotiated Amounts are accepted, the “Offered” header should
change to read “Negotiated”.

Once Negotiated Amount are accepted, the assigned Consultant can view
the "Agreed Units", "Consultant Estimates”, "KYTC Estimates", "Difference"
and "Negotiated Amounts".

The Consultant user should NOT see the far-right calculated fields (Only
PSAs should see this).

The Consultant user shall NOT be able to edit any field on this page after
“Negotiated Amounts” are accepted.

The Consultant user can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

Category
Consultant Total
KYTC Total
Negotiated Total

The Consultant user can select “History” from fly-out to view a timestamp of
submission including the user name.

The Consultant user can select “Back” to return to Contract screen.
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Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH
) o) O o)
© O, O, © &,
Consubtant Totals: 850,000.00
KYTC Totaks: 850,000.00
Megotiated Totals: $50,000.00
Agreed Units Consultant KYTC Diff Offered
Mo, lItem Crew  Unit Type Amount  Mre/Unit  Total Hrs/Unit  Total Difference  HrafUnit  Total
Survey
Reconnai
ol 100.00

Orainage - sink holes streams. pipes etz 3 ] 300000

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

© O O O

>
Hc

Consultast Totaks B50.000.00
KYTC Totake 850.00000
Megotisted Totsk: 850,000.00

Survey

Are you sure you want to accept

the negotiated amounts? Once
accepted, the production hour
worksheet may not be edited.

23.5 Project Specific Contract Modification Document Approval

The Project Specific Contract Modification document approval process allows for electronic signatures
(e-signatures) within the PS application. Both Consultant and KYTC approvers will be sent email
notifications requesting that their approval / e-signature is required on the given contract modification.
Upon receipt of all required e-signatures, the Professional Services group will create the Notice to

Proceed document for the Contract Modification.
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23.5.1 Create Draft Project Specific Contract Modification Document
Contract Modification Document Approval — Create Draft Contract (Professional Services Admin):

Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services
Admin (PSA) will create a draft Contract Modification document and begin the Contract Modification
document approval process.

The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract Modification screen.

Upon creation of draft Contract Modification document, the KYTC PSA or Primary Consultant Project
Manager shall select the “Modification Approval” option that will navigate the user to the “Contract
Mod Approval” screen to begin the approval process.

@ Documents

=+ Upload Document

Contract

@ Documents

=+ Upload Document

Modified Modified
Name Date By Content Type

ContractModification- 8/29/2019 Landes, ContractModification Edit n Modification Approval
10L-05-2.docx Jason

[KYTC)

23.5.2 Approve Draft Contract Modification Document

Upon selection of the “Modification Approval” option in the “Documents” tab within the Project
Specific Contract Modification screen, the user is navigated to the “Contract Mod Approval” screen.

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Cre: 8/29/2019

Estimated N cceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

© © © © © © ©
"

PROFESSIONAL CONSULTANT ASHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE T0 PROCEED APPROVED

Approval Status Status Date Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way. Contract Creation N/A 0

The user begins the Contract Modification document approval process by selecting the “Send Draft
Contract for Approval” option within the fly-out on the right side of the page.
o PS system sends an email approval request to the KYTC Professional Services Admin.
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Contract Mod Approval

CARTER | 1-64 | Right of Way | Modification - 1
2972019 B Send Draft Contract for Approval
et 1/22/2020

ssociates, Ine. /o PEH

D istory

# Back

& 0, O, & 0,
R — —= o =
CARTER | -64 Contract Cres !
Are you sure you want to send this .

contract for approval?

Comment:

Cancel Save

e Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Mod Approval” screen.
o The KYTC PSA user shall review the draft Contract Modification document and make necessary edits.
e During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
e Upon approval of the draft Contract Modification, the KYTC PSA user selects the “Approve Contract”
option to begin the Contract Modification e-Signature process.
o PS system sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)
= KYTC State Highway Engineer (SHE)
= KYTC Secretary
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Contract Mod Approval

Contract has not yet been sent for e-Signatures.

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Approve Contract
Contract Creation Date; 8/29/2019
fice To Proceed: 1/22/2020 B Approve Contract with Changes

Estimate

Consultant Firm: Strand Assodiates, Inc. c/o PEH
4 Decline Contract
D Hist
O G o) o) o) D History
J J J
CONTRACT CONSULTANT ASHE s SECRETARY DRAFT NOTICE < B35
GREATED E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE 0 PROCEED

Negotiated Fee

Bulletin ID  Project Description Approval Status

Vi
Edit Contract

ct

9-62 | CARTER | 1-64| Right of Way  Pending Professional Services Approval ~ 8/29/2019 - Jason Landes 0

1005

Are you sure you want to send this *
contract for e-Signatures?
Comment:
y:
Cancel Save

e Upon receipt of the email approval request, the given user selects a link that navigates them to

“Contract Mod Approval” screen.
o The requested approver shall see the following options within the fly-out on the right side of

the page:
= e-Sign Contract
= Approve Contract with changes
= Decline Contract
o Contract Modification approvals are done simultaneously
o A Project Specific Contract Modification is considered approved once all of the required e-

Signatures are captured by the PS application.

Contract Mod Approval

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Craation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

O—0

()
S v
© O
CcoNTRACT PROFESSIONAL DRAFT NOTICE NOTICE T PROCEED
CREATED SERVICES APPROVAL T0 PROCEED APPROVED

Approval Status Negotiated Fee

Bulletin D Project Description

View Contract

Pending e-Signatures  8/28/2019 - Jason Landes o
Edit Contract

10L-05 9-62 | CARTER | 1-64 | Right of Way
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Contract Mod Approval

Contract awaiting e-Signatures

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 Be-Sign Contract
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. c/o PEH

4 Decline Contract

B Approve Contract with Changes

D History

©,

4 Back

conTRaCT PROFESSIONAL DRAFT NO
CReaTeD SERVICES APPROVAL 0 PROCE
Approval Status. Status Date
10L-05 9.62 | CARTER | 1-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes
Edit Contract
A t to sign thi *
re you sure you want to sign this
contract?
Comment:
Cancel Save
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
‘Consultant Firm: Strand Associates, Inc. c/o PEH
0O)
© \ Y O—-=0
conTRACT PROFESSIONAL consuLTANT To PROCEED
cReATeD SERVICES APPROVAL £ SIGNATURE PROVED
. LanDEs
8/29/2019)

tatus Status Date.

Appro

Bulle

ntract

10L-05 '9-62 | CARTER | I-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o
Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

© © © © Oo—0

NOTICE TO PRO

CONTRACT BROFESSIONAL CONSULTANT AsHE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE APPROVED
LANDES (& LANDES
8/29/2019) 8/29/2019)
Bu Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o ntract

Edit Contract
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

October 26, 2020

©

CONTRACT

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
(Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

0O) 0O) )
A o/ A\ A\ A\
PROFESSIONAL CONSULTANT AsHE ECRETARY DRAFT NOTICE NOTIGE T0 PROCEED
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E E-SIGNATURE TO PROCEED APPROVED

(1. LANDES (1 LANDES (- LANDES
8/29/2019) 72019) 8/20/2018)

Bu Approval Status Status Date. Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes View Contract

Edit Contract

© ©

e O) 0O)
S S 7 7

CONTRACT PROFESSIONAL CONSULTANT SECRETARY DRAFT NOTICE NOTICE T0 PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE To PROCEED APPROVED

(1. LANDES 0.LANDES 0. LANDES (. LANDES

8/20/2015) 8/29/2019) 8/29/201) 8/29/2015)

D Approval Status Status Date: Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way Notice To Proceed Sent  8/29/2019 - Jason Landes View Contract
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Department Estimate Recsived 09,04/2019

Contract Megotistions

Contract Writtzn

ASHE
SIGMAT Consultant =-Signaturs

Project Manager/LE e-Signature
ASHE e-Signature

SHE e-Signaturs

Secretary e-Signature

Motice to Proceed 11,/01/2019 08/29/2019

of Way

-RAMP ||

Schedule
Event Schedule Date Completed Date Difference @
FeEharEE 09/02/2019 08/29/2019 &

2
-20

=

-5

Procurement Duration: 0 Difference: -46 Days
Days

+ st S

23.5.3 Create Draft Notice to Proceed Document
Contract Modification Document Approval — Create Draft Notice to Proceed (KYTC PSA)

Once all required contract e-Signatures are captured, the Notice to Proceed document can be

created that indicates that the Primary Consultant firm can begin work

on the contract.

The KYTC Professional Services Admin shall generate the draft Notice to Proceed document
KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the

“Documents” tab shall generate the draft Notice to Proceed document.

Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the
“Contract Approval” screen, an email notification is sent to the KYTC Professional Services Director

to review the draft Notice to Proceed document.

@ Documents

=+ Upload Document

odified Modified
[Pate By Content Type

Contract

Notice To Proceed  ¥23/2019 Landes,  ContractModification Edit [T (VI ARy

S Jason
(KYTC)
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Contract Mod Approval

Projact Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

0O) 0O) 0O) 0O) 0O)
G ¥ S S v 3
C I I I \J \J
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY
creaTD SERVICES APPROVAL ESIGNATURE ESIGNATURE ESIGNATURE ESIGNATURE
(. LANDES ). LANDES (). LANDES (1. LANDES
612912015 8/2372019) 8125/2019) 6/29/2019)
BulletinD  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract
Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 T
Contract Crestion Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 A Dedline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH
D History
0O) O 0O) O 0O)
S S - S O
C 7 7 7 7 7
CoNTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY
S SERVICES APPROVAL ESIGNATURE E-SIGNATURE ESIGNATURE E-SIGNATURE
0. LANDES 0. LANDES 0. LANDES . LANDES

8/29/2019] &/29/2019) 8/29/2019) 8/29/201)

Project Description Approval Status Status Date: Negotiated Fee

10L-05 -62 | CARTER | I-64 | Right of Way. Draft Notice To Proceed  8/28/2019 - JasonLandes 0

Are you sure you want to send the x
draft notice to proceed for approval?

Comment:

Cancel Save

23.5.4 Approve Draft Notice to Proceed Document
Contract Modification Document Approval — Approve Notice to Proceed (KYTC PSA Director)

e Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:

o Prime Consultant Project Manager
o KYTC Project Manager

o KYTC Location Engineer

o KYTC Professional Services Admin

e Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on
the Project Specific Contract.
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@ Documents

= Upload Document

Modified Modified

Date By Content Type

NoticeToProceed-10L- 8/29/2019 Llandes,  NoticeToProceed Editu
05-2docx Jason

(K¥TC)

ContractModification- £/29/2019 Landes, ContractModification Edit u Modification Approval
10L-05-2 docx Jason

(KYTC)

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

October 26, 2020

) ) ) ) )
S S S S O S
C 7 7 7 s s
CONTRACT PROFESSIONAL CONSULTANT AsHE SECRETARY DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(1-LANDES (. LANDES (.LANDES
8/29/2019) 8/29/2019) 8/29/2018)
Bulletin D Project Deseription Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way  Notice To Proceed Pending Approval  8/20/2019 - Jason Landes 0

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

G J J J J J
8/29/2019) 8/29/2019) 8/29/2019)
Bulletin D Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62| CARTER | 1-64 | Right of Way  Motice To Proceed Pending Approval  8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Are you sure you want to send the >‘
Notice To Proceed?
Comment:
e
Cancel Save
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1

Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Asseciates, Inc. ¢/o PEH

October 26, 2020

@ ) ) ) ) ) ) 9
~S 7 A4 A ~S NS
CONTRACT PROFESSIONAL CONSULTANT ASHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
(. LANDES (. LANDES (. LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)

Status Date

Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way

Notice To Proceed Sent 8/29/2019 - Jason Landes
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